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PRIVACY  ACT  ISSUANCES 


ADVISORY  COMMITTEE  ON 
FEDERAL  PAY 

PRIVACY  ACT  OF  1974 

Systems  of  Records 

Pursuant  to  S  U.S.C.  SS2a(eX4),  the  Advisory  Committee  on  Federal 
Pay  hereby  publishes  the  systems  of  records  as  currently  maintained  by 
the  agency.  The  systems  were  published  in  the  November  S.  1976 
Fede^  Register  (41  FR  49080-49081). 

■  Dated  at  Washington,  D.C..  on  August  2,  1977. 

Jerome  M.  Rosow, 

Chairman. 
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ACFP— 1 

System  name:  General  Financial  Records— ACFP 

System  location:  General  Services  Administration,  Central  Office; 
copies  held  by  the  ACFP.  (GSA  holds  records  for  the  ACFP  under 
contract.) 

Categories  of  individnals  covered  by  the  system:  Committee  em¬ 
ployees  and  members 

Categories  of  records  in  the  system:  SF1038,  Application  and  ac¬ 
count  for  advance  of  funds;  vendor  register  and  vendor  payment 
tape.  Information  is  used  by  accounting  technicians  to  maintain 
adequate  financial  information  and  by  otlter  officers  and  employees 
of  GSA  and  the  ACFP  who  have  a  need  for  the  record  in  ^e  per¬ 
formance  of  their  duties. 

Authority  for  maintenance  of  the  system:  31  U.S.C.,  generally; 
also  Public  Law  91-6S6. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  appendix  following 
ACFP  notices.  Records  ^so  are  released  to  GAO  for  audits;  to  the 
IRS  for  investigation;  and  to  private  attorneys,  prusuant  to  a  power 
of  attorney. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  and  tape. 

Retrievability:  Manual  and  automated  by  name. 

Safeguards:  Stored  in  guarded  building;  released  only  to 
authorized  personnel. 

Retenthm  and  dinKMal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (GAD  P  1820.2). 

System  managerfs)  and  addrem:  ACFP  Staff  Assistant,  Suite  20S, 
1730  K  Street,  NW.,  Washington,  D.  C.  20006 

Notification  procedure:  Contact  system  manager  listed  above 

Record  access  procedures:  Committee  members,  past  or  present, 
or  employees,  past  or  present,  who  desire  access  to  their  individual 
records  in  the  custody  of  the  ACFP  or  GSA  should  contact  the 
Committee’s  Staff  Assistant  in  writing.  See  Committee  access  regu¬ 
lations  in  S  CFR  1401. 

Contesting  record  procedures:  Committee  members,  past  or 
present,  or  employees,  past  or  present,  who  desire  to  contest 
record  procedures  in  the  custody  of  the  ACFP  or  GSA  should  con¬ 
tact  the  Committee’s  Staff  Assistant  in  writing.  See  Committee 
record  contest  regulations  in  S  CFR  1410. 

Record  source  categories:  The  subject  individual;  the  Committee. 

ACFP— 2 

System  name:  Payroll  Records— Advisory  Committee  on  Federal 
Pay. 

System  location:  General  Services  Administration,  Region  3  Of¬ 
fice;  copies  held  ^  the  ACFP.  (GSA  holds  records  for  the  Adviso¬ 
ry  Committee  on  Federal  Pay  under  contract.) 

«  Categories  of  records  in  the  systm:  Varied  payroll  records,  in¬ 
cluding,  among  other  documents,  time  and  attendance  cards;  pay¬ 
ment  vouchers;  comprehensive  listing  of  employees;  health  benefits 


records,  requests  for  deductions;  tax  forms.  W-2  forms,  overtime 
requests;  leave  data;  retirement  records.  Records  are  us^  by  the 
ACFP  and  GSA  employees  to  maintain  adequate  p^roU  informa¬ 
tion  for  ACFP  employees,  and  otherwise  by  the  ACFP  and  GSA 
employees  who  have  a  need  for  the  record  in  the  performance  of 
theu*  outies. 

Authority  for  maintenance  of  the  system:  31  U.S.C.,  generally. 
Also,  Pubhc  Law  91-636. 

Routine  uses  of  records  maintained  in  the  sratem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix.  Records 
also  are  disclosed  to  GAO  for  audits;  to  the  Internal  Revenue  Ser¬ 
vice  for  investigation;  and  to  private  attorneys,  pursuant  to  a  power 
of  attorney. 

A  copy  of  an  employee’s  Depariment  of  the  Treasury  Form  W-2, 
Wage  and  Tax  Statement,  also  is  disclosed  to  the  State,  city,  or 
other  local  jurisdiction  which  is  authorized  to  tax  the  employee’s 
compensation.  The  record  will  be  provided  in  accordance  with  a 
withnolding  agreement  between  the  State,  city,  or  other  local  ju¬ 
risdiction  and  the  Department  of  the  Treasury  pursuant  to  S  U.S.C. 
3516,  3317,  or  3320,  or,  in  the  absence  thereof,  in  response  to  a 
written  request  from  an  appropriate  official  of  the  taxing  jurisdic¬ 
tion  to  the  Staff  Assistant,  Advisory  Committee  on  Federal  Pay, 
Suite  203,  1730  K  Street,  NW.,  Washington.  D.C.  20006.  The 
request  must  include  a  copy  of  the  applicable  statute  or  ordinance 
authorizing  the  taxation  of  compensation  and  should  indicate 
whether  the  authority  of  the  jurisdiction  to  tax  the  employee  is 
based  on  place  of  residence,  place  of  employment,  or  both. 

Pursuant  to  a  withholding  agreement  between  a  city  and  the  De¬ 
partment  of  the  Treasury  (3  U.S.C.  3320),  copies  of  executed  city 
tax  withholding  certificates  shall  be  furnished  the  city  in  response 
to  written  request  from  an  appropriate  city  official  to ‘the  Staff 
Assistant. 

In  the  absence  of  a  withholding  agreement,  the  Social  Security 
Number  will  be  furnished  only  to  a  taxing  jurisdiction  which  has 
furnished  this  agency  with  evi^nce  of  its  independent  authority  to 
compel  disclosure  of  the  Social  Security  Number,  in  accordance 
with  Section  7  of  the  Privacy  Act,  Public  Law  93-579. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  and  microfilm 

Retrievability:  Social  Security  Number. 

Safegaards:  Stored  in  guarded  building;  released  only  to 
authorized  pe^nnel. 

Retentkm  and  dimMisal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  managerfs)  and  addrem:  Staff  Assistant,  Advisory  Com¬ 
mittee  on  Fedei^  Pay,  Suite  203,  1730  K  Street,  NW.,  WasMngton, 
D.C.  20006. 

Notifies tk)o  procedure:  Refer  to  ACFP  access  regulations  con¬ 
tained  in  3  CFR  Part  1410. 

Record  accem  procediires:  Refer  to  ACFP  access  regulations  con¬ 
tained  in  3  CFR  Part  1410. 

Contesting  record  procedures:  Refer  to  ACFP  access  regulations 
contained  in  3  CFR  Part  1410. 

Record  source  categories:  The  subject  individual;  the  Committee. 

APPENDIX — Advisory  Committee  on  Federal  Pay 

In  the  event  that  a  system  of  records  maintained  by  this  agency 
to  carry  out  its  functions  indicates  a  violation  or  potential  violation 
of  law,  whether  civil,  crindnal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particulsu'  program  statute,  or  by  regu¬ 
lation,  nde  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  routine  use,  to  the  ap¬ 
propriate  agency,  whether  federal,  state,  local  or  foreign,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use’’  to  a  Federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per- 
tiiKnt  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  tte  issuance  of  a  security  clearance,  the 
letting  of  a  contract  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

A  record  from  this  system,  of  records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
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hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
beneiit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investigator,  arbitrator  or  other  duly 
authorized  official  engaged  in  investigation  or  settlement  or  a 
grievance,  complaint,  or  appeal  filed  bv  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civil  Service  Commission  in  accordance  with  the  agency's  respon¬ 
sibility  for  evaluation  and  oversight  of  federal  personnel  manage¬ 
ment. 
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A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  federal  agency  for  purposes  of  audit. 

The  information  contained  in  this  system  of  records  will  be  dis¬ 
closed  to  the  Office  of  Management  and  Budget  in  connection  with 
the  review  of  private  relief  legislation  as  set  forth  in  OMB  Circular 
No.  A-19  at  aiw  stage  of  the  legislative  coordination  and  clearance 
process  as  set  forth  in  that  Circular. 

A  record  from  this  system  of  records  may  be  disclosed  as  a  rou¬ 
tine  use  to  a  Member  of  Congress  or  to  a  Congressional  staff 
member  in  response  to  an  iimuiry  of  the  Congressional  office  made 
at  the  request  of  the  individual  about  whom  the  record  is  main¬ 
tained. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  this  agency 
under  agreement  with  GSA. 
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PRIVACY  ACT  ISSUANCES 


CIVIL  SERVICE  COMMISSION 
PRIVACY  ACT  OF  1974 
Systems  of  Records;  Annual  Publication 

The  Privacy  Act  of  1974  (5  U.S.C.  SS2a,  Public  Law  93-579) 
requires  agencies  to  publish  annually  in  the  Federal  Register  a 
notice  of  ^  existence  and  character  of  their  systems  of  records. 
This  document ^ves  notice  of  the  systems  of  records  pubUshed  by 
the  U.S.  Civil  &rvice  Coounission  m  compliance  with  the  require¬ 
ments  of  5  U.S.C.  S52a(eX4),  as  added  by  section  3  of  the  IMvacy 
Act  of  1974. 

The  following  are  the  Federal  Re^ster  citations  at  which  the  U.S. 
Civil  Service  Commission  has  previously  published  notices  regard¬ 
ing  its  systems  of  records; 

40  FR  39239  (August  27,  1975)— original  notice  of  proposed 
systems  of  records;  notice  effective  September  27,  1975. 

40  ER  54356  (November  21,  1975) — notice  of  revisions  to  original 
notice  of  August  27,  1975;  notice  effective  on  publication. 

41  FR  11075  (March  16.  1976) — notice  of  proposed  additional 
routine  uses  for  systems  of  records. 

41  FR  35757  (August  24,  1976) — notice  of  proposal  to  establish  a 
new  system  of  records;  notice  effective  September  24,  1976. 

41  FR  42158  (September  24,  1976) — annual  notice  of  complete 
text  of  systems  of  records  as  required  by  the  Privacy  Act  of  1974. 

41  FR  54522  (December  14,  1976) — notice  of  amendment  and 
adoption  of  proposed  routine  use  previously  published  on  March 
16,  1976. 

41  FR  55568  (December  21,  1976) — notice  of  adoption  of 
proposed  routine  uses  previously  published  on  March  16,  1976,  and 
proposal  to  establish  additional  routine  uses  for  systems  of  records; 
newly  proposed  additional  routiiK  uses  effective  January  21,  1977. 

Subatantive  Revialoaa  of  the  System  Notices 

One  substantive  revision  to  the  Commission’s  previously 
published  system  notices  appears  in  this  notice.  Under  paragraph  b 
of  the  “record  access  procedures”  for  the  GeAeral  Personnel 
Records  system  (CSC/GOVT — 3),  former  Federal  employees  are 
now  instructed  to  direct  requests  for  access  only  to  the  Director, 
Bureau  of  Manpower  Information  Systems,  U.S.  Civil  Service 
Conunission.  Under  the  previously  published  notices,  individuals 
requesting  access  to  their  records  in  that  system  could  have  con¬ 
tacted  either  the  Director,  Buirau  of  Manpower  Information 
Systems,  or  a  regional  or  area  office  of  the  Commission. 

James  C.  Spry, 

Executive  Assistant  to  the  Commissioners. 


TABLE  OF  CONTENTS 

Following  are  the  names  of  the  systems  of  records  which  appear 
in  this  notice.  The  systems  are  of  two  types; 

(1)  Civil  Service  Commission  systems  are  those  which  contain 
records  assembled  and  used  by  the  Commission  for  personnel  func¬ 
tions  carried  out  centrally  for  itself  and  or  for  agencies,  or  which 
contain  records  about  Conunission  employees  only;  and 

(2)  Government-wide  systems  are  those  which  contain  records 
defined  either  in  form  or  content  (or  both)  by  the  Commission  and 
which  are  maintained  either  at  the  Commission  or  the  agetKy  (or 
both).  They  are  utilized  primarily  for  agency  related  persotuiel 
management  functions. 

Civil  Service  CommiaBloa  Syatems  of  Records 
Defense  Mobilization  Emergency  Cadre  Records  (CSC — I) 

Civil  Service  Retirement  Records  (CSC — 2) 

Executive  Assigiunent  and  Inventory  Records  (CSC — 3) 

Federal  Executive  Development  Program  Records  (CSC— 4) 
Litigation  and  Political  Activity  (Hatch  Act)  Records  (CSC — 5) 
Motor  Vehicle  Operator  and  Accident  Report  Records  (CSC — 6) 
Pay,  Leave,  and  Travel  Records  (CSC — 7) 

Persormel  Research  Test  Validation  Records  (CSC — 8) 

Managerial  Potential  Rating  System  (CSC — 9) 

Govcmmeot-wldc  Systems  of  Records 

Ai^m^s,  Grievances,  and  Complaints  Records  (CSC/GOVT — 1) 
Co^idential  Emidoyment  and  Fiiuuicial  Interest  Statements 
(CSC/GOVT— 2) 

General  Personnel  Records  (CSC/GOVT — 3) 

Personnel  Investigations  Records  (CSC/GOVT — 4) 

Recruiting,  Examining,  and  Placement  Records  (CSC/GOVT— 5) 


Appendix 

CSC— I 

System  name:  Defense  Mobilization  Emergency  Cadre 
Records — CSC. 

System  locadon:  Bureau  of  Management  Services,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Categortes  of  Individuals  covered  by  the  system:  Civil  Service 
Conunission  employees  who  are  members  of  t^  Defense  Mobiliza¬ 
tion  Cadre. 

Categortes  of  records  in  the  system:  Records  contain  the  name, 
address,  telephone  number,  date  of  birth,  physical  description,  and 
private  automobile  information  on  members  of  the  Defense  Mo¬ 
bilization  Cadre. 

Authority  (or  maintenance  of  the  system:  Federal  Civil  Defense 
Act  of  1950  and  Executive  Order  1 1490. 

Routine  uses  of  records  maintained  in  the  system,  including  cate^ 
rics  of  users  and  the  purposes  of  such  uses:  These  records  may  oe 
used  only  in  case  of  a  nuclear  attack  on  the  United  States  as  fol¬ 
lows; 

a.  To  provide  a  means  for  retunting  Commission  employees  who 
have  become  separated  from  their  duty  station  to  duty. 

b.  To  give  the  Commission  a  basis  for  continuing  on  its  roster  of 
active  employees  those  who  are  prevented  from  performing  their 
regular  job  assignments. 

c.  To  establish  a  central  point  where  Conunission  managers  can 
get  information  about  their  employees. 

d.  To  provide  maximum  utilization  of  skills  of  surviving  Conunis¬ 
sion  employees. 

Polictes  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage.  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  on  cards. 

RetrievaMUty:  Records  are  indexed  by  individual  name  and  emer¬ 
gency  cadre. 

Safeguards:  Records  are  maintained  in  card  file  equipment. 
Records  are  available  only  to  authorized  persormel  whose  duties 
require  access. 

Retention  and  disposal:  Records  are  iruuntained  as  long  as  the  in¬ 
dividual  is  an  emergeiKy  cadre  member.  Expired  records  are 
burned. 

System  immagerfs)  and  addrem:  Director,  Bureau  of  Management 
Services.  U.S.  Civil  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D.C.  20415. 

Notification  procedure:  Contact  the  Director,  Bureau  of  Manage¬ 
ment  Services,  U.S.  Civil  Service  Conunission,  1900  E  Street, 
N.W.,  Washin^n,  D.C.  20415.  It  is  necessap'  to  furnish  the  fol¬ 
lowing  information  in  order  to  identify  the  individual  whose  records 
are  requested; 

a.  Full  luune. 

b.  Date  of  birth. 

c.  Address  to  which  the  reply  should  be  nuuled. 

Record  accem  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  or  contesting  records 
through;  Director,  Bureau  of  Management  Services,  U.S.  Civfl  Ser¬ 
vice  Conunission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Contesting  record  procedures:  Same  as  record  access  procedures 
above. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual  to  whom  the  records  pertain. 

CSC— 2 

System  name:  Civil  Service  Retirement  and  Insurance 
Records — CSC. 

System  location:  Bureau  of  Retirement,  Insurance,  and  Occupa- 
tiori^  Health,  U.S.  Civil  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D.C.  20415. 

Categortes  of  indivkhials  covered  by  the  system:  The  categories  of 
individuals  are: 

a.  Former  Federal  employees  and  Members  Corigress  who  per¬ 
formed  service  subject  to  the  Civil  Service  Retirement  (CSR) 
System. 

b.  (Current  Federal  employees  who  have: 

(1)  performed  Federid  service  subject  to  the  Civfl  Service 
Retirement  (CSR)  System,  other  than  that  with  their  fuesent 
agency;  or 
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(2)  filed  I  deiigaation  of  bcneficury  for  benefits  payable  under 
the  CSR  System;  or 

(3)  requested  the  Bureau  of  Retirement,  Insurance,  and 
Occupational  Health  (BRIOH)  to  review  a  claim  for  health 
benefits  made  under  the  Federal  Employees'  Health  Benefits 
Program ;  or 

(4)  filed  a  service  credit  application  in  connection  with  former 
Federal  service  not  subject  to  the  CSR  System. 

c.  Former  Federal  employees  who  died  subject  to  or  who  retired 
under  the  CSR  System,  or  their  surviving  spouses  and/or  children, 
who  have  received  or  are  receivinf  CSR  benefits.  Federal  Em¬ 
ployees'  Group  Life  Insurance  benefits,  and/or  Federal  Employees' 
Health  Benefits. 

d.  Former  Federal  employees  who  died  subject  to  or  who  retired 
under  a  Federal  Government  retirement  system  other  than  the  CSR 
System,  or  their  surviving  spouses  and/or  children,  who  have 
received  or  are  receiving  Federal  Employees'  Group  Ltfe  Insurance 
benefits  and/or  Federal  Employees'  Health  Benefits. 

e.  Applicants  for  Federal  employment  found  unsuitable  for  em¬ 
ployment  on  medical  grounds. 

Categories  of  records  In  the  system:  This  system  is  comprised  of 
those  retirement  service  history  records  of  employees'  service  in 
the  Federal  Government,  other  than  that  service  for  the  agency  in 
which  they  may  presently  be  employed.  It  also  contains  information 
that  supports  claims  for  benefits  made  under  the  retirement,  health 
benefits  and  life  insurance  programs  for  Federal  employees  which 
the  Bureau  of  Retirement,  Insurance,  and  Occupational  Health 
(BRIOH)  administers.  These  records  contain  the  foUowing  informa¬ 
tion: 

a.  Documentation  of  Federal  service  subject  to  the  CSR  System. 

b.  Documentation  of  service  credit  and  refund  claims  made  under 
the  CSR  System. 

c.  Retirement  claim  files,  including  documents  supporting  the 
retirement  application,  health  benefits  and  life  insurance  eligibility, 
medical  records  supporting  disabiUty  claims,  and  designations  of 
beneficiary. 

d.  Claim  review  and  correspondence  files  pertaining  to  benefits 
under  .the  Federal  Employees'  Health  Benefits  Program. 

e.  Suitability  determination  files  on  applicants  for  Federal  em¬ 
ployment  found  unsuitable  for  employment  on  medical  grounds. 

f.  Documentation  of  claims  made  for  life  insurance  and  health 
benefits  by  annuitants  under  a  Fedeil  Government  retirement 
system  other  than  the  CSR  System. 

g.  Health  Unit  Medical  records  for  CSC  employees. 

Authority  for  maintenance  of  the  system:  Section  3301  and  chap¬ 
ters  83.  87,  and  89  of  title  5.  United  States  Code,  and  Public  Laws 
83-398.  84-356,  and  86-724. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  may  be 
used: 

a.  To  disclose  to  the  Office  of  Workers'  Compensation  Program; 
Veterans  Administration  Pension  Benefits  Program;  Social  Security 
Old  Age,  Survivor,  and  Disability  Insurance  and  Medical  Programs; 
military  retired  pay  programs;  Federal  civilian  employee  retirement 
programs  other  than  the  Civil  Service  Retirement  System's  or  other 
national,  state,  county,  municipal,  or  other  publicly  recognized 
charitable  or  social  security  administrative  agency,  information 
needed  to  adjudicate  a  claim  for  benefits  under  BRlOH's  or  the' 
recipient's  benefit  program(s),  or  information  needed  to  conduct  an 
analytical  study  of  benefits  being  paid  under  such  programs. 

b.  To  disclose  to  the  Federal  Employee's  Group  Life  Insurance 
Office,  information  necessary  to  verify  enrollment  in  or  to  support 
an  individual's  claim  for  life  insurance  benefits  under  the  Federal 
Employee's  Group  Life  Insurance  Program. 

c.  To  disclose  to  a  health  insurance  carrier  or  plan  participating 
in  the  Federal  Employees'  Health  Benefits  Program  information 
necessary  to  verify  enrollment  in  or  support  an  individual's  claim 
for  health  insurance  benefits  under  the  program. 

d.  To  disclose  to  any  inquirer,  if  sufficient  information  is  pro¬ 
vided  to  assure  positive  identification  of  an  individual  on  whom  a 
department  or  agency  maintains  retirement  or  insurance  records, 
the  fact  that  an  individual  is  or  is  not  on  the  retirement  rolls  and,  if 
so,  the  type  of  annuity  (employee  or  survivori  being  paid. 

e.  When  an  individual  to  whom  a  record  pertains  dies,  disclosure 
of  information  in  the  individual's  record  to  the  person  appointed  as 
representative  of  the  estate,  to  the  person  designated  by  the 
representative  or  to  a  designated  beneficiary,  information  which 
might  properly  be  disclosed  to  the  individual.  When  a  representa¬ 
tive  of  the  estate  has  not  been  appointed,  the  individual's  next  of 
kin  may  be  recognized  as  the  representative  of  the  estate. 


f.  To  disclose  to  the  Internal  Revenue  Service,  Department  of  the 
Treasury,  earnings  information  as  required  by  the  Internal  Revenue 
Code  of  1934. 

g.  To  disclose  to  the  Department  of  the  Treasury  information 
necessary  to  issue  benefit  checks. 

h.  To  disclose  to  a  Federal.  State,  or  local  law  enforcement  agen¬ 
cy,  information  indicating  a  possible  violation  of  law,  whether  civil, 
criminal,  or  regulatory  in  nature. 

i.  To  disclose  to  a  Federal,  State,  or  local  law  enforcement  agen¬ 
cy.  information  necessary  to  obtain  information  relevant  to  a 
BRIOH  determination  concerning  an  individual's  ehgibility  for  or 
entitlement  to  coverage  under  the  retirement,  life  insurance,  and 
health  benefits  programs  administered  by  BRIOH. 

j.  To  disclose  to  an  official  of  any  Federal  agency  information  he 
or  she  needs  to  know  in  the  performance  of  his  or  her  official  du¬ 
ties  related  to  the  hiring,  retention,  separation,  or  retirement  of  an 
employee,  or  issuance  of  a  grant,  license,  or  other  benefit. 

k.  To  disclose  information  to  the  Office  of  Management  and 
Budget  at  any  stage  of  the  legislative  coordination  and  clearance 
process  in  connection  with  private  relief  legislation  as  set  forth  in 
Circular  No.  A-19. 

l.  To  disclose  to  an  official  of  any  Federal  agency  any  informa¬ 
tion  he  or  she  needs  to  know  in  the  performance  of  his  or  her  offi¬ 
cial  duties  related  to  compiling  descriptive  statistics  and  making 
analytical  studies  in  support  of  the  function  for  which  the  records 
were  collected  and  maintained,  or  for  related  personnel  research 
functions  and/or  manpower  studies. 

m.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individuail. 

n.  When  an  individual  to  whom  a  record  pertains  is  mentally  in¬ 
competent  or  under  other  legal  disability,  information  in  the  in¬ 
dividual's  record  may  be  disclosed  to  any  person  who.  in  the 
judgment  of  the  Commission,  u  responsible  for  the  care  of  the  in¬ 
dividual,  to  the  extent  necessary  to  assure  payment  of  benefits  to 
which  the  individual  is  entitled. 

Polldea  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  jot  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards.  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  on  magnetic  tapes,  disks,  and  in 
paper  folders. 

Retrievability:  Records  are  indexed  by  name,  social  security 
number,  date  of  birth,  and/or  claim  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retentioa  and  disposal:  AQ  records  relating  to  a  claim  for  retire¬ 
ment,  life  insurance,  and  health  benefits  are  maintained  per¬ 
manently.  Medical  records  not  associated  with  a  disability  retire¬ 
ment  claim  file  are  retained  for  1  to  7  years. 

System  managcr(s)  and  address:  Director.  Bureau  of  Retirement, 
Insurance,  and  Occupational  Health,  U.S.  Civil  Service  Commis¬ 
sion,  1900  E  Street,  N.W.,  Washington,  D.C.  20413. 

Notlficatloa  procedure:  Individuals  wishing  to  inquire  whether  this 
system  of  records  contains  information  about  them  should  address 
their  inquiries,  providing  their  full  name,  any  former  names,  date  of 
birth,  name  and  address  of  office  in  which  currently  and/or  for¬ 
merly  employed  in  the  Federal  service,  and  annuity  account 
number,  if  assigned,  to:  Director,  Bureau  of  Retirement,  Insurance, 
and  Occupational  Health,  U.S.  Civil  Service  Commission,  1900  E 
Street,  N.W.,  Washington,  D.C.  20413. 

Record  access  procedures:  Individuals  wishing  to  see  information 
in  their  records  or  contest  infonnation  about  them  should  address 
their  inquiries,  providing  their  fuO  name,  any  former  names  under 
which  they  were  employed,  date  of  birth,  social  security  number, 
name  and  address  of  office  in  which  currently  and/or  formerly  em¬ 
ployed  in  the  Federal  service,  and  annuity  account  number,  if  as¬ 
signed,  to:  Director,  Bureau  of  Retirement,  Insurance,  and  Occupa¬ 
tional  Health,  U.S.  Civil  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D.C.  20413. 

Contesting  record  procedures:  Same  as  record  access  procedures 
above. 

Record  source  categories:  The  information  in  this  system  is  ob¬ 
tained  from  the  foUowing  sources: 

a.  The  individual  whom  the  information  is  about. 

b.  Agency  pay,  leave,  and  aUowance  records. 

c.  GSA  National  Personnel  Records  Center. 
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d.  Federal  civilian  retirement  tystemt  other  than  the  Civil  Service 
Retirement  System. 

e.  llOitary  retired  pay  system  records. 

f.  Office  of  Workers*  Compensation  Programs. 

g.  Veterans  Administration  Pension* Benefits  Programs. 

h.  Social  Security  Old  Age.  Survivor  and  Disability  Insurance 
and  Medicare  Programs. 

L  Health  msurance  carriers  and  plans  participating  in  the  Federal 
Employees*  Health  Benefits  Program. 

j.  The  Office  of  Federal  Employees*  Group  Life  Insurance. 

k.  Civil  Service  Commission  Government-wide  System  of 
General  Personnel  Records  or  equivalent  agency  file. 

l.  The  individuars  co-workers  and  supervisors. 

m.  Physicians  who  have  seen  or  treated  the  individual. 

CSC— 3 

System  name:  Executive  Assignment  and  Inventory  Records— CSC 

System  locatlou:  Bureau  of  Executive  Personnel.  U.S.  Civil  Ser¬ 
vice  Commission.  1900  E  Street.  N.W..  Washington.  D.C.  2041S. 

Categerles  of  iadlvMnals  covered  hy  the  system: 

a.  Current  and  former  incumbents  of  positions  at  grades  GS-16 
through  GS-18  under  the  Executive  Assignment  System,  or  incum¬ 
bents  of  positions  at  equivalent  levels  over  which  the  Civil  Service 
Commission  exercises  at  least  partial  approval  authority. 

b.  Current  and  former  incumbents  of  career  or  schedule  C  posi¬ 
tions  compensated  under  the  Executive  Schedule. 

c.  Current  and  former  meumbents  of  positions  at  grades  GS-16 
through  GS-18.  or  equivalent  leveb,  who  noncompetitively  acquire 
status  under  CivO  Service  Rule  III. 

d.  In  addition  to  the  individuals  indicated  in  “a**  above,  other 
current  and  former  employees  in  the  executive  branch  in  grades  IS 
through  18  under  the  General  Schedule,  or  at  equivalent  pay  levels 
under  other  salary  systems,  not  specifically  excepted  from  invento¬ 
ry  coverage.  The  principal  groups  of  employees  excepted  from  in¬ 
ventory  coverage  include  employees  in  the  commissioned  service 
systems;  Administrative  Law  Judges  at  grade  GS-IS;  employees  of 
the  Panama  Canal  Company,  the  Canal  Zone  Government,  and  the 
Soldiers*  Home;  employees  involved  in  intelligence  matters  where 
the  release  of  personnel  information  would  be  detrimental  to  na¬ 
tional  security;  foreign  nationals  employed  outside  the  United 
States;  and  employees  hired  on  a  consultant,  part-time,  or  intermit¬ 
tent  basis. 

Categories  of  records  In  the  system:  These  records  include; 

a.  Demographic  information  and  background  data  on  experience, 
education,  publications,  awards,  and  career  interests  of  employees 
in  the  inventory. 

b.  A  record  of  referrals  identifying  position,  agency,  and  in¬ 
dividuals  referred. 

c.  Information  about  the  qualifications  of  appointees. 

Authority  for  mafaitcuancc  ol  the  system:  S  U.S.C.  1302,  3301, 

3302,  3309,  3313,  3318,  3324,  3323,  3326,  5114,  5333,  5532,  5723;  10 
U.S.C.  1581;  P.L.  81-691,  P.L.  85-322,  P.L.  85-726;  and  E.O.  11315. 

Pollcks  and  practices  for  storiag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system:  These  records  are  used  as 
foDowsra.  To  identify  and  refer  qualified  Federal  employees  or 
qualified  applicants  for  vacancies  at  grades  GS-16  through  GS-18, 
or  equivalent  levels. 

b.  To  make  lateral  referrals  for  positions  at  GS-15  or  equivalent 
level,  in  conjunction  with  the  Federal  Automated  Career  System 
(FACS). 

c.  To  refer  qualified  Federal  employees  or  retirees  to  State  and 
local  Governments  and  international  organizations  for  employment 
consideration. 

d.  To  provide  agencies  with  inventory  extracts  of  their  em¬ 
ployees. 

e.  To  provide  some  of  the  information  required  in  the  annual  re¬ 
port  to  the  Congress  mandated  by  5  U.S.C.  5114. 

f.  To  respond  to  inquiries  from  individuals,  employing  agencies, 
the  Congress,  or  other  third  parties  when  such  response  is  not 
otherwise  prohibited  by  law  or  regulation. 

g.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  research  functions  or  manpower  studies. 
The  records  may  also  be  utilized  to  respond  to  generid  requests  for 
statistical  information  (without  personal  identificatioa  of  in¬ 
dividuals)  under  the  Freedom  of  Information  Act  or  to  locate  in¬ 
dividuals  for  personnel  research. 


h.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  in  file  folders,  magnetic  tapes, 
punched  cards,  and  microfiche. 

Retrievability:  Records  are  indexed  by  name  and  social  security 
number. 

Safeguards:  Records  are  available  only  to  authorized  personnel  of 
the  Commission  and  agencies  whose  duties  require  access. 

Retention  and  dlapoaal:  Records  are  kept  indefinitely. 

System  managerfs)  and  address:  Director,  Bureau  of  Executive 
Personnel,  U.S.  Civil  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D.C.  20415. 

Notification  procedure:  Contact  the  system  manager  above.  It  is 
necessary  to  furnish  the  following  information  in  order  to  identify 
the  individual  whose  records  are  requested: 

a.  Full  name. 

b.  Date  of  birth. 

c.  Social  security  number. 

d.  Mailing  address  to  which  the  reply  should  be  mailed. 

Record  access  procedares:  An  individual  can  obtain  information 
on  the  procedures  for  gainug  access  to  or  contesting  the  records 
through:  Director,  Bureau  of  Executive  Personnel,  U.S.  Civfl  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

CoatestiBg  record  procedures:  Same  as  record  access  procedures 
above. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual  named  in  the  record,  employing  agency,  and  obtained  from 
official  documents  of  the  Commission. 

CSC-4 

System  name:  Federal  Executive  Development  Program 
Records— CSC. 

System  locatioa:  Bureau  of  Executive  Personnel,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Categories  of  individuals  covered  hy  the  system:  Federal  em¬ 
ployees  at  grade  GS-15,  or  equivalent  level,  who  applied  and  were 
nominated  by  their  agency  for  the  Federal  Development  program. 

Categories  of  records  in  tho  system:  These  records  contain  demo¬ 
graphic  information  and  background  data  on  experience.  Education, 
awards,  and  career  interests;  agency  recommendations  and  super¬ 
visory  evaluations;  records  of  Uie  evaluation  process  used  by  the 
selection  panel  in  choosing  the  finalists;  and  data  on  assignments 
and  progress  under  the  program. 

Authority  for  maintenance  of  the  system:  Executive  Order  11315. 

Routine  uses  of  records  maintained  In  the  system,  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  to  be 
used  as  follows: 

a.  To  respond  to  inquiries  from  individuals,  employing  agencies, 
Con^ss,  or  other  third  parties  when  such  response  is  not 
prohibited  by  law  or  regulation. 

b.  For  production  of  summary  descriptive  statistics  and  analytical 
studies  in  support  of  the  function  for  which  the  records  are  col¬ 
lected  and  maintained,  or  for  related  personnel  research  functions 
or  manpower  studies.  The  records  may  also  be  utilized  to  respond 
to  general  requests  for  statistical  information  (without  personal 
identification  of  individuals)  under  the  Freedom  of  Information  Act 
or  to  locate  individuals  for  personnel  research. 

c.  To  select  final  candidates  and  to  arrange  work  assignments. 

d.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  gongres- 
sional  office  made  at  the  request  of  that  individuaJ. 

Policies  and  practicca  for  storing,  retrieving,  acccasing,  rctetoing, 
and  dlsporing  of  records  In  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  aih  maintained  in  fOe  folders. 

Retrievability:  Records  are  mdexed  by  name. 

Safeguards:  Records  are  in  locked  cabinets.  Records  are  available 
only  to  authorized  personnel  of  the  Commission  and  agencies 
whose  duties  require  access. 

Retention  and  disposal:  The  Federal  Executive  Development  Pro¬ 
gram  records  are  kept  indefinitely. 
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Syatca  ■••atcr(s)  ud  addrcn:  Director,  Bureau  of  Executive 
Perxonnel,  U.S.  Civi;  Service  Commitxion,  1900  E  Street,  N.W., 
Waihintton,  D.C.  2041 S. 

NotUkatloB  procure:  Contact  the  aystem  manager  above.  It  ia 
neceaaary  to  fumiah  the  foUowing  information  in  order  to  identify 
the  individual  whoae  recorda  are  requeated. 

a.  Full  name. 

b.  Date  of  birth. 

c.  Social  aecurity  number. 

d.  Pro^am  year.  (Year  nominated  or  aelected  for  program.) 

e.  Ma^g  addreaa  to  which  the  reply  ahould  be  mailed. 

Record  acccaa  procednrea:  An  individual  can  obtain  information 
on  the  procednrea  for  gaining  acceaa  to  or  conteating  the  recorda 
through:  Director,  Bureau  of  Executive  Peraonnel,  U.S.  CivO  Ser¬ 
vice  Commiaaion,  1900  E  Street,  N.W.,  Waahington,  D.C.  20415. 

Conlcatlag  record  procednrea:  Same  aa  record  acceaa  procednrea 
above. 

Record  aoorce  categoriea:  Information  ia  provided  by  the  in¬ 
dividual,  auperviaora,  and  other  management  officiala,  the  aelection 
panel,  and  obtained  from  agency  recorda. 

CSC-5 

Syalcm  name:  Litigation  and  Political  Activity  (Hatch  Act) 
Recorda— CSC. 

Syatem  locallea:  Office  of  the  General  Counael,  U.S.  Civil  Ser¬ 
vice  Commiaaion,  1900  E  Street,  N.W.,  Waahington,  D.C.  20415. 

Categoriea  of  IndivIdBala  covered  by  the  ayatem:  Peraona  who  file 
civs  actiona  againat  the  CivS  Service  Commiaaion  and  peraona 
covered  by  the  Hatch  Act  who  have  had  allegationa  of  prohibited 
political  activity  complainta  filed  againat  them. 

Categoriea  of  recorda  In  the  ayatem:  Litigation  filee  conaiat  of  ad- 
miniatrative  appeal  recorda,  inveatigative  fOea,  and  documenta  from 
retirement  fSea  and  Officid  Peraonnel  Foldera.  Alao  included  are 
documenta  generated  in"  a  civQ  action  including  the  complaint, 
anawer,  motiona,  briefa,  and  court  ordera  and  deciaiona.  Political 
Activity  (Hatch  Act)  fSea  conaiat  of  information  and  evidence 
gather^  in  the  courae  of  inveatigation  of  allegationa,  lettera  of 
chargea,  employee’a  anawera,  cloae-out  lettera,  adminiatrative 
briefa  and  memoranda,  correapondence  from  Congreaa  and  in- 
dividuala  having  an  intereat  in  the  caae,  and  the  final  adminiatrative 
deciaion. 

Authority  for  mahatcnaacc  of  the  ayatem:  5  U.S.C.  1301-1308,  5 
U.S.C.  I5(M,  and  Executive  Order  10577. 

Rontlac  naca  of  recorda  maintained  In  the  ayatem,  Incinding  catego- 
rlm  of  nacra  and  the  pnrpoaca  of  aach  naca:  Theae  recorda  are  uaed 
aa  indicated  below. 

a.  To  defend  the  CivU  Service  Commiaaion  againat  law  auita. 

b.  To  enforce  the  proviaiona  of  the  Hatch  Act. 

c.  To  refer  pertinent  information  to  the  appropriate  Federal, 
State,  or  local  agency  reaponaible  for  inveatigating,  proaecuting,  en¬ 
forcing,  or  implementing  a  atatute,  rule,  regulation,  or  order  where 
there  ia  an  indication  of  a  violation  or  potential  violation  of  civS  or 
criminal  law  or  regulation. 

d.  To  requeat  information  from  a  Federal,  State,  or  local  agency 
maintaining  civS,  criminal,  or  other  information  relevant  to  an 
agency  deciaion  concerning  the  hiring  or  retention  of  an  employee, 
the  iaauance  of  a  aecurity  clearance,  the  letting  of  a  contract,  or  ia- 
auance  of  a  grant,  licenae,  or  other  tenefit. 

e.  To  provide  information  to  a  congreaaional  office  from  the 
record  of  an  individual  in  reaponae  to  an  inquiry  from  a  congrea¬ 
aional  office  made  at  the  requeat  of  that  individuail. 

Polklca  and  praetkea  far  atorlng,  retrieving,  acccaabag,  retaining, 
aad  diapaaiag  of  recorda  la  the  ayatem:  See  Storage,  RetrievabSity, 
Safegui^a,  Acceaa,  Retention,  and  Diapoaal  below. 

Storage:  Recorda  are  maintained  in  file  foldera.  ^ 

Rctrlevabilhy:  Litigation  recorda  are  indexed  by  name  of  the 
partiea  bringing  auit  and  the  civS  action  number.  Hatch  Act  recorda 
are  indexed  by  name  and  atate. 

Saiegaarda:  Recorda  are  available  only  to  authorized  peraonnel  of 
the  General  Counael'a  office. 

Retcatloa  and  diapoaal:  Recorda  are  maintained  indefinitely. 

Syatem  managcr(a)  and  addrem:  General  Counael,  U.S.  CivS  Ser¬ 
vice  Commiaaion,  1900  E  Street,  N.W.,  Waahington,  D.C.  20415. 

*  NotifkatloB  procedare:  Contact  the  ayatem  manager  above.  It  ia 
neceaaary  to  fumiah  the  following  information  in  order  to  identify 
the  individual  whoae  recorda  are  requeated: 


a.  Full  name. 

b.  Record  in  which  intereated. 

c.  State  of  reaidence  at  time  of  action. 

d.  CivS  action  number,  if  any. 

e.  Mailing  addreaa  to  which  the  reply  ahould  be  mailed. 

Record  aceem  procednrea:  An  individual  can  obtain  information 
on  the  procedurea  for  gaining  acceaa  to  or  conteating  the  recorda 
through:  General  Counael,  U.S.  CivS  Service  Commiaaion,  1900  E 
Street,  N.W.,  Waahington,  D.C.  20415. 

CoBicsthig  record  procedarea:  Same  aa  record  acceaa  procedurea 
above. 

Record  aonrcc  categorlee:  Information  ia  obtained  from  the  Com- 
miaaion’a  executive  filea,  individual  to  whom  record  pertaina,  em¬ 
ploying  agency,  inveatigationa,  fellow  employee  repreaentativea, 
wHneaaea  at  adminiatrative  bearinga,  and  court  proceedinga. 

CSC-d 

System  name:  Motor  Vehicle  Operator  and  Accident  Report 
Recorda— CSC. 

System  locatloa:  Bureau  of  Management  Services,  U.S.  CivS  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

Categories  of  iadivldaals  covered  by  the  system:  Employees  of  the 
CivS  Service  Commission. 

Categories  of  records  ia  the  system:  Authorization  to  issue  a 
Government  motor  vehicle  operator’s  permit,  and  reports,  cor¬ 
respondence,  and  fiscal  documents  concerning  automobile  ac¬ 
cidents. 

Authority  tor  maiatcBaace  of  the  system:  CivS  Service  Commis¬ 
sion  Administrative  Manual  Supplement  I77-C  and  Chapter  171  of 
Title  28,  United  States  Code. 

Roatlae  uses  of  records  maintained  la  the  system,  lacladiag  catego¬ 
ries  of  users  and  the  parpoecs  of  such  uses:  These  records  are  used 
aa  indicated  below. 

a.  For  litigation  in  a  Federal  court  when  necessary. 

b.  To  refer  pertinent  information  to  the  appropriate  Federal, 
State,  or  local  agency  responsible  for  investigating,  prosecuting,  en¬ 
forcing,  or  implementing  a  atatute,  rule,  regulation,  or  order  where 
there  ia  an  indication  of  a  violation  or  potential  violation  of  civS  or 
criminal  law  or  regulation. 

c.  To  request  information  from  a  Federal,  State,  or  local  agency 
maintaining  civS,  criminal,  or  other  information  relevant  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance  of  a  security  clearance,  the  letting  of  a  contract,  or  is¬ 
suance  of  a  grant,  license,  or  other  benefit. 

d.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  aad  practices  for  storing,  rctrlevlag,  accessing,  retaining, 
and  dlsposlag  of  records  ia  the  system:  See  Storage,  RetrievabSity, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  in  fSe  foldera. 

Retrlevabillty:  Records  are  indexed  by  name. 

Safeguards:  Records  are  available  only  to  authorized  personnel 
whose  duties  require  access. 

RetentloB  and  disposal:  Motor  vehicle  operator  records  are  main¬ 
tained  for  three  years  and  are  destroyed  by  shredding.  Accident  re¬ 
ports  are  maintamed  for  six  years  and  are  destroyed,  except  in 
cases  involving  litigation,  which  are  maintained  indefinitely. 

System  maaagerfs)  and  addrem:  The  system  managers  are  as  in¬ 
dicated  below. 

a.  For  motor  vehicle  operator  records:  Director,  Bureau  of 
Management  Services,  U.S.  Civil  Service  Commission,  1900  E 
Street,  N.W.,  Washington,  D.C.  20415. 

b.  For  accident  reports  records:  Office  of  General  Counsel,  U.S. 
CivU  Service  Commission,  1900  E  Street,  N.W.,  Washington,  D.C. 
20415. 

Notification  procedure:  Contact  the  appropriate  system  manager 
above.  It  is  necessary  to  furnish  the  following  information  in  order 
to  identify  the  individual  whose  records  are  requested. 

a.  Full  name. 

b.  Record  in  which  interested. 

c.  Mailing  address  to  which  the  reply  should  be  mailed. 

Record  acccu  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  or  contesting  the  records  by 
writing  the  appropriate  system  manager  indicated  above. 
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PRIVACY  ACT  ISSUANCES 


CoaletUag  record  proccdorct:  Same  as  record  access  procedures 
above. 

Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual.  Commission  employees  and  patties  involved  in  accident, 
witness  to  accident,  polke  reports,  reports  of  investigation  by 
Commission  investigators,  supervisory  personnel  in  the  Commis¬ 
sion,  and  officials  of  the  General  Services  Administration. 

CSC-7 

System  name:  Pay,  Leave,  and  Travel  Records— CSC 

System  location:  Bureau  of  Management  Services,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street  N.W.,  Washington,  D.C.  204IS. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Civil  Service  Commission. 

Categories  of  records  in  the  system:  Contains  various  records 
required  to  administer  the  pay,  leave,  and  travel  requirements  of 
the  Civil  Service  Commission. 

Authority  tor  maintenance  of  the  system:  31  U.S.C.  66a. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
as  indicated  below. 

a.  To  authorize  payroll  deductions  for  allotments,  saving  bonds, 
charitable  contributions,  union  dues,  health  benefits  and  life  in¬ 
surance:  collect  indebtedness  for  over-payment  of  salary  and  un¬ 
paid  internal  revenue  taxes;  pay  income  tax  obligation  to  Internal 
Revenue  Service;  authorize  mailing  or  holding  salary  checks  or  sav¬ 
ing  bonds;  authorize  issuing  of  salary  checks  by  Treasury  Depart¬ 
ment;  obtain  reimbursement  of  travel  expenses  for  official  busi¬ 
ness;  report  gross  wages  and  separation  information  for  unemploy¬ 
ment  compensation;  pay  any  uncollected  compensation  due  a 
deceased  employee;  and  provide  for  a  summary  of  employee’s 
payroll  data  and  retirement  contributions. 

b.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  arc  collected  and  maintained, 
or  for  related  personnel  research  functions  or  manpower  studies. 
The  records  may  also  be  utilized  to  respond  to  general  requests  for 
statistical  information  (without  personal  identification  of  in¬ 
dividuals)  under  the  Freedom  of  Information  Act  or  to  locate  in¬ 
dividuals  for  personnel  research. 

c.  For  litigation  in  a  Federal  court  when  required. 

d.  To  disclose  information  to  the  Office  of  Management  and 
Budget  at  any  stage  in  the  legislative  coordination  and  clearance 
process  in  connection  with  private  relief  legislation  as  set  forth  in 
0MB  Circular  No.  A-19. 

e.  To  refer  pertinent  information  to  the  appropriate  Federal, 
State,  or  local  agency  responsible  for  investigating,  prosecuting,  en¬ 
forcing,  or  implementing  a  statute,  rule,  regulation,  or  order  where 
there  is  an  indication  of  a  violation  or- potential  violation  of  civil  or 
criminal  law  or  regulation. 

f.  To  request  information  from  a  Federal.  State,  or  local  agency 
maintaining  civil,  criminal,  or  other  information  relevant  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee, 
issuance  of  a  security  clearance,  the  letting  of  a  contract,  or  is¬ 
suance  of  a  grant,  license,  or  other  benefit. 

g.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  indivMual. 

h.  To  provide  officials  of  labor  organizations  recognized  under 
Executive  Order  11491,  as  amended,  with  information  as  to  the 
identity  of  Civil  Service  Commission  employees  contributing  dues 
each  pay  period  and  the  amount  of  dues  withheld  from  each  con¬ 
tributor. 

i.  To  disclose  information  to  State  and  local  tax  authorities,  ex¬ 
cept  that  social  security  account  numbers  will  not  be  furnished  to 
State  and  local  governments  not  satisfying  the  reqirements  set  forth 
in  section  7(a)(2KB)  of  the  Privacy  Act. 

Polktes  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  in  file  folders,  on  cards,  mag¬ 
netic  tapes,  and  in  looseleaf  binders. 

Retrievability:  Records  are  indexed  by  name. 

Safeguards:  Records  are  available  only  to  authorized  personnel 
whose  duties  require  access. 

Retention  and  dhposal:  Records  are  maintined  for  varying  periods 
of  time  from  one  year  to  permanently.  Disposal  is  by  shredding. 


System  managerfs)  and  address:  Director,  Bureau  of  Management 
Services.  U.S.  Civil  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D.C.  2041 S. 

Notification  procednre:  Contact  the  system  manager  above.  It  is 
necessary  to  furnish  the  following  information  in  order  to  identify 
the  individual  whose  records  are  requested: 

a.  Full  name. 

b.  Date  of  birth. 

c.  Social  security  number. 

d.  Mailing  address  to  which  the  reply  should  be  mailed. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  (or  gaining  access  to  or  contesting  the  records 
through:  Director,  Bureau  of  Management  Services.  U.S.  Civil  Ser¬ 
vice  Commission.  1900  E  Street,  N.W.,  Washngton,  D.C.  20413. 

Contesting  record  procedures:  Same  as  record  access  procedures 
above. 

Record  senrcc  categories:  Information  is  provided  by  management 
officials  and  by  the  individual  on  whom  the  record  is  maintained. 

csc-s 

System  name:  Personnel  Research  Test  Validation  Records— CSC. 

System  locatioa:  U.S.  Civil  Service  Commission,  1900  E  Street, 
N.W.,  Washington,  D.C.  20415,  and  each  of  the  Commission's  re¬ 
gional  offices  Usted  in  the  appendix. 

Categories  of  indlvidnais  covered  by  the  system:  Federal  em¬ 
ployees;  applicants  for  Federal  employment;  state  and  local  govern¬ 
ment  applicants  and  employees. 

Categories  of  records  in  the  system:  These  records  include  educa¬ 
tion  and  employment  history,  test  scores,  responses  to  test  items 
and  questionnaires,  interview  data,  and  ratings  of  supervisors  re¬ 
garding  the  individuals  to  whom  the  records  pertain. 

Authority  (or  maintenance  of  the  system:  Title  5,  U.S.  Code.  Sec¬ 
tions  3301  and  1303. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nscs:  Data  are  collected  on  a 
project-by-project  basis  and  are  used  for  the  construction,  analysis, 
and  validation  of  written  tests;  and  for  research  on  personnel  mea¬ 
surement  and  selection  methods.  Routine  use  includes  the  exchange 
of  personnel  records  between  the  Commission  and  a  specific 
Federal  agency  for  personnel  research  purposes  and  the  use  of  per¬ 
sonal  identifier  such  as  employee  name  to  identify  employees  in¬ 
cluded  in  research  studies  that  extend  over  a  period  of  time 
(longitudinal  studies).  No  personnel  decisions  are  made  in  the  use 
of  these  research  records.  Many  data  are  collected  under  conditions 
assuring  their  confidentiality.  This  confidentiality  will  be  protected. 
Personal  information  in  this  system  of  records  is  used  by  the  per¬ 
sonnel  research  staff  in  the  Commission  or  the  specific  Federal 
agency  involved.  These  records  may  be  also  used  as  a  data  source 
for  management  information  for  production  of  summary  descriptive 
statistics  and  analytical  studies  in  support  of  the  function  for  which 
the  records  are  collected  and  maintained,  or  for  related  personnel 
research  functions  or  manpower  studies.  The  records  may  also  be 
utilized  to  respond  to  general  requests  for  statistical  information 
(without  personal  identification  of  individuals)  under  the  Freedom 
of  Information  Act  or  to  locate  individuals  for  personnel  research. 

Policies  and  praetkea  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  in  file  folders,  on  punched 
cards,  and  magnetic  tape. 

RetrkvabilHyf  Records  are  maintained  by  project.  Personal  infor¬ 
mation  can  be  retrieved  by  name  or  personal  identifier  only  fot  cer¬ 
tain  research  projects  such  as  those  that  involve  longitudinal  stu¬ 
dies. 

Safeguards:  Records  are  kept  in  locked  files  in  a  locked  room, 
and  access  is  limited  to  authorized  research  staff. 

Retention  and  disposal:  Indefinite. 

System  managcr(s)  and  address:  Director,  Personnel  Research  and 
Development  Center,  U.S.  Civil  Service  Commission,  1900  E 
Street,  N.W.,  Washington,  D.C.  20415,  and  Director  of  each  re¬ 
gional  office  of  the  Commission  (see  address  of  each  regional  of¬ 
fice  in  the  appendix). 

Notification  procedure:  Contact  the  appropriate  system  manager 
above. 

Record  access  procedures:  None.  See  exemption  below. 

Contesting  record  procedures:  None.  See  exemption  below. 
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Record  Morcc  categortu:  Individual  Federal.  State,  or  local  em¬ 
ployee*  or  applicants,  supervitors.  assessment  center  assessors,  or 
data  from  agency  or  Commission  personnel  files  and  records. 

Systems  esempted  from  certain  provislaas  of  tke  act:  Pursuant  to  S 
U.S.C.  SS2a(k)(6)  all  material  and  information  in  this  system  of 
records  about  an  inividual  that  meet  the  criteria  stated  in  S  U.S.C. 
SS2a(kK6)  are  exempt  from  the  requirements  of  S  U.S.C.  S32a(cK3); 
(d);  (eKdXG),  (H),  and  (I);  and  (f)  relating  to  access  and  contest, 
making  an  accounting  of  disclosure  to  the  individual  named  in  the 
reoerd,  maintenance  of  information  in  records,  publication  annuaDy 
in  the  Federal  Register,  and  provisions  regarding  agency  rules,  in 
that  portions  of  this  system  relate  to  testing  and  examination 
materials  that  are  used  solely  to  determine  individual  qualifications 
for  appointment  or  promotion  in  the  Federal  service.  The  sepcific 
material  that  is  exempted  is  as  follows: 

a.  Answer  keys. 

b.  Ratings  given  for  the  purpose  of  validating  examinations. 

c.  Rating  sheets. 

d.  Rating  schedules,  including  crediting  plans. 

e.  Transmutation  tables. 

f.  Test  booklets. 

g.  Test  item  files. 

CSC-* 

System  name:  CSC  Managerial  Potential  Rating  System— CSC. 

System  lacaUan:  Bureau  of  Management  Services,  U.S.  Civil  Ser¬ 
vice  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  2041 S. 

Categories  of  fadhrldnals  covered  by  the  system:  Individuals  who 
are  employed  or  who  were  employed  on  or  after  the  date  of  imple¬ 
mentation  of  the  system  (November,  1976)  by  the  U.S.  Civil  Ser¬ 
vice  Commission,  in  permanent  positions  classified  in  pay  grades 
s  OS— 13,  OS— 14.  and  OS-IS,  and  their  supervisors. 

Categories  of  records  la  the  system:  These  records  contain  the  fol¬ 
lowing  types  of  information  about  the  covered  individuals: 

a.  Demographic  data— date  of  birth,  sex,  educational  level,  year 
of  degree,  academic  discipline,  service  computation  date,  handicap 
code,  and  minority  group  designator. 

b.  Position  data— organization,  occupation,  grade  level,  number 
of  employees  supervised,  identification  of  supervisors. 

,  c.  Rating  data— ratings  of  managerial  potential  obtained  from  the 
employee  and  his  supervisors,  and  date  of  rating. 

AathorMy  for  malatcnaacc  of  the  system:  Sections  3341,  3361, 
4118,  and  4503  of  Title  3.  U.S.C. 

Rootlac  uses  of  records  malalalacd  la  the  system,  lacladlng  catego¬ 
ries  of  users  and  the  purposes  of  suck  uses:  These  records  are  used 

to: 

a.  Serve  as  a  basis  for  employee  counseling  by  supervisors  on 
career  development. 

b.  Rank  the  managerial  potential  of  covered  employees  as  one  of 
the  elements  used  for  agency  management  decisions  regarding 
career  development,  awards,  and  promotions  to  managerial  posi¬ 
tions. 

c.  Demographic  data  will  be  used  to  produce  statistical  summa¬ 
ries  to  help  assure  that  ratings  are  based  solely  on  individual  per¬ 
formance.  The  summaries  will  indicate  trends  that  will  be  helpful  in 
assessing  compliance  with  equal  employment  opportunity  and  in  as¬ 
sessing  the  relationship  of  managerial  potential  rating  to  such  fac¬ 
tors  as  educational  level,  recency  of  education,  academic  discipline, 
and  years  of  Federal  service. 

Policies  and  practices  for  storing,  retrieving,  acccssiag,  retaining, 
and  disposing  of  records  in  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  The  records  are  maintained  on  magnetic  tape,  punched 
cards.  I^ts,  and  forms. 

Retrievability:  Records  are  indexed  by  a  combination  of  name, 
employee  identification  number,  grade,  occupation,  and  organiza¬ 
tion. 

Safeguards:  Records  are  stored  in  lockable  metal  fOe  cabinets  or 
in  secured  rooms  with  access  limited  to  those  whose  official  duties 
require  access. 

Rctcutloa  and  disposal:  Automated  records  are  retained  for  five 
to  ten  years.  Manual  input  is  retained  for  three  years. 

System  maaagcr(s)  and  address:  Director.  Personnel  and  Labor 
Relations  Division,  Bureau  of  Management  Services,  U.S.  Civil 
Service  Commission,  1900  E  Street,  N.W.  Washington,  D.C.  20413. 


Notificatloa  procedure:  Inquiries,  including  name,  CSC  employee 
identification  number,  and  date  of  rating,  should  be  addressed  to 
the  system  manager  named  above. 

Record  access  procedures:  Current  or  former  employees  who  wish 
to  gain  access  to  their  records  should  direct  such  a  request  in  writ¬ 
ing,  including  their  name.  CSC  employee  identification  number,  and 
date  of  rating,  to  the  system  manager  named  above. 

Coatcstlug  record  procedures:  Same  as  record  access  procedures, 
above. 

Record  source  categories:  Information  in  this  system  of  records 
comes  from  the  individual  to  whom  it  applies,  and/or  the  in¬ 
dividual's  supervisors,  except  position  and  demographic  informa¬ 
tion  provided  by  agency  officials. 

CSC/GOVT- 1 

System  name:  Appeals.  Orievances,  and  Complaints  Records— CSC 

System  locatlou:  U.S.  Civil  Service  Commission,  1900  E  Street, 
N.W.,  Washington.  D.C.  20413,  offices  of  the  Civil  Service  Com¬ 
mission  as  indicated  in  the  appendix,  and  agency  personnel  or 
designated  offices. 

Categories  of  fasdivlduala  covered  by  the  system:  Applicants  for 
Federal  employment,  current  and  former  Federal  employees,  agen¬ 
cies,  and  annuitants  who  appeal  a  determination  made  by  an  offi¬ 
cial  of  an  agency  or  the  Civfl  Service  Commission  to  the  CivO  Ser¬ 
vice  Commission,  a  Board  established  to  adjudicate  appeals,  or  an 
agency. 

Categories  of  records  la  the  system:  This  system  of  records  con¬ 
tains  information  or  documents  relating  to  a  decision  or  determina¬ 
tion  made  by  an  agency  or  the  Commission  affecting  an  individual. 
This  system  of  records  includes  files  of  appeals  under  Part  772  of 
the  Commission's  regulations,  classification  appeals,  performance 
rating  appeals  files.  Fair  Labor  Standards  Act  complaints, 
grievance  files,  and  EEO  complaint  files. 

Authority  for  malntcaaucc  of  the  system:  Title  3,  U.S.C.,  Sections 
1302,  3301,  3302,  4308,  5115,  3338,  5351,  3388,  7131,  7154,  7301, 
7501,  7512,  7701,  8347,  ExecuUve  Order*  9830,  10377,  10987,  11222, 
11478,  and  Pub.  L.  93-239. 

Rootlac  uses  of  records  malutahicd  fas  the  system,  iacladiag  catego¬ 
ries  of  users  and  the  purpoacs  el  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

a.  To  respond  to  a  request  from  a  Member  of  Congress  regarding 
the  status  of  an  appeal,  complaint,  or  grievance. 

b.  To  provide  information  to  the  public  on  the  decision  of  an  ap¬ 
peal,  complaint,  or  grievance  required  by  the  Freedom  of  Informa¬ 
tion  Act. 

c.  To  respond  to  a  court  subpoena  and/or  refer  to  a  district  court 
in  connection  with  a  civil  suit. 

d.  To  adjudicate  an  appeal,  complaint  or  grievance. 

e.  As  a  data  source  for  management  information  for  production 
of  summary  descr^tive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintamed 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies.  The  record*  may  also  be  utilized  to  respond  to  general 
requests  for  statistical  information  (without  personal  identification 
of  individuals)  under  the  Freedom  of  Information  Act  or  to  locate 
individuals  for  personnel  research. 

f.  To  refer  pertinent  information  to  the  appropriate  Federal, 
State,  or  local  agency  responsible  for  investigating,  prosecuting,  en¬ 
forcing,  or  implementing  a  statute,  rule,  regulation,  or  order  where 
there  is  an  indication  of  a  violation  or  potential  violation  of  civil  or 
criminal  law  or  regulation. 

g.  To  request  information  from  a  Federal,  State,  or  local  agency 
maintaining  civil,  criminal,  or  other  information  relevant  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance  of  a  security  clearance,  the  letting  of  a  contract,  or  is¬ 
suance  of  a  grant,  license,  or  other  benefit. 

h.  To  disclose  information  to  the  Office  of  Management  and 
Budget  at  any  stage  in  the  legislative  coordination  and  clearance 
process  in  connection  with  private  relief  legislation  as  set  forth  in 
0MB  Circular  No.  A-19. 

i.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  indivMual. 

j.  To  disclose  information  to  another  Federal  agency  or  to  a  court 
when  the  Oovemment  is  party  to  a  suit  before  the  court. 

Policies  and  practices  for  storing,  retrieving,  acccasing,  retaining, 
and  disposing  of  records  In  the  system:  See  Storage,  Retrievability, 
Safeguards.  Access,  Retention,  and  Disposal  below. 
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PRIVACY  ACT  ISSUANCES 


Steragc:  These  records  are  maintained  in  file  folders,  binders  and 
index  cards. 

Rctricvability:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  they  are  maintained. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  maintained  up  to  two 
years  from  the  closing  of  the  case  and  are  transferred  to  the  GSA 
Regional  Federal  Records  Centers.  They  are  destroyed  by  the 
Federal  Records  Centers  when  the  records  are  seven  years  old. 

System  manager(s)  and  address:  a.  Appeals  Review  Board  appeal 
and  reopening  petition  Control  Index  Card  file:  Chairman,  Appeals 
Review  Board,  U.S.  Civil  Service  Commission,  1900  E  Street, 
N.W.,  Washington.  D  C  20415. 

b.  Appeals  under  Part  772:  Director,  Federal  Employee  Appeals 
Authority,  U.S.  Civil  Service  Commission,  1900  E  Street,  N.W., 
Washington,  D  C.  20415. 

c.  Classification  appeals  to  the  Commission,  performance  rating 
appeals,  and  complaints  records:  Director,  Bureau  of  Personnel 
Management  Evaluation,  U.S.  Civil  Service  Commission,  1900  E 
Street,  N.W.,  Washington,  D  C.  20415. 

d.  Agency  adverse  action  appeals  records  (initiated  prior  to  Sep¬ 
tember  9,  1974),  classification  appeals  in  agencies,  EEO  complaints 
files,  and  grievance  records:  Personnel  Officer  or  designated  offi¬ 
cial,  Local  Agency  Installation. 

Notlficatioa  procedure:  Contact  the  appropriate  system  manager 
above.  Individuals  who  have  filed  appeals  or  grievances  are  aware 
of  that  fact  and  have  been  provided  a  copy  of  the  record.  They 
may.  however,  contact  the  appropriate  system  manager  indicated 
above  regarding  the  existence  of  <  jch  records  pertaining  to  them.  It 
is  necessary  to  furnish  the  fotiowing  information  when  making 
inquiries  about  records: 

a.  Full  name. 

b.  Date  of  birth. 

c.  Kind  of  action  taken  by  the  agency. 

Record  acccu  procedures:  Individuals  who  have  appealed  or  filed 
a  grievance  about  a  decision  or  determination  made  by  an  agency 
or  about  conditions  existing  in  an  agency  already  have  been  pro¬ 
vided  a  copy  of  the  record.  The  contest,  amendment,  or  correction 
of  an  appeal  or  grievance  record  is  permitted  during  the  prosecu¬ 
tion  of  an  appeal,  grievance,  or  complaint  by  the  individual  to 
whom  the  record  pertains.  However,  after  an  appeal,  grievance,  or 
complaint  case  has  been  closed,  an  individual  may  gain  access  to, 
or  contest  the  official  copy  of,  an  appeal,  grievance,  or  complaint 
record  by  writing  the  appropriate  system  manager  indicated  above. 
Individuals  should  provide  their  name,  date  of  birth,  agency  in 
which  employed,  approximate  date,  and  the  kind  of  action  taken  by 
the  agency  when  requesting  access  to,  or  contest  of,  records. 

Contesting  record  procedures:  Same  as  record  access  procedures 
above. 

Record  source  categories:  The  sources  of  these  records  are: 

a.  Individual  to  whom  the  record  pertains. 

b.  Agency  and/or  Commission  officials. 

c.  Affidavits  or  statements  from  employee. 

d.  Testimony  of  witnesses. 

e.  Official  documents  relating  to  the  appeal,  grievance,  or  com¬ 
plaint. 

f.  Correspondence  from  specific  organizations  or  persons. 

CSC/GOVT-2 

System  name:  Confidential  Employment  and  Financial  Interest 
Statements— CSC 

System  location:  The  records  are  located  in  agencies  and  the  Civil 
Service  Commission  as  indicated  below. 

a.  Office  of  the  General  Counsel,  U.S.  Civil  Service  Commission, 
1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

b.  Office  of  the  General  Counsel  or  designated  official.  Depart¬ 
ment  or  Agency  with  which  employed,  Washinglton,  D.C. 

Categories  of  individuals  covered  by  the  system:  Agency  heads; 
Presidential  appointees  in  the  Executive  Office  of  the  President; 
Presidentially  appointed  full-time  members  of  committees,  boards, 
aor  commissions;  and  agency  employees  who  are  required  by  Ex¬ 
ecutive  Order  11222  to  file  such  statements,  including  former  em¬ 
ployees. 


Categories  of  records  in  the  system:  Contains  statement  of  per¬ 
sonal  and  family  holdings  and  other  interests  in  business  enter¬ 
prises;  listing  of  creditors,  outside  employment,  and  opinion  of 
counsel;  and  confirmation  material. 

Authority  for  maintenance  of  the  system:  Executive  Order  1 1222. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  arc  used 
as  indicated  below. 

a.  To'  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency  whether  Federal,  state,  or  local,  charged 
with  the  responsibility  of  investigating  or  implementing  the  statute, 
or  rule,  regulation  or  order  issued  pursuant  thereto. 

b.  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee  or  other  benefit,  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency's  decision  on  that 
matter. 

c.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  arc  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies.  The  records  may  also  be  utilized  to  respond  to  general 
requests  for  statistical  information  (without  personal  identification 
of  individuals)  under  the  Freedom  of  Information  Act  or  to  locate 
specific  individuals  for  personnel  research  or  other  personnel 
management  functions. 

d.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

e.  To  disclose  information  tp  another  Federal  agency  or  to  a 
court  when  the  Government  is  party  to  a  suit  before  the  court. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  dbposing  of  records  in  the  system:  Sec  Storage,  Retrievability, 
Safeguards,  Access.  Retention,  and  Disposal  below. 

Storage:  These  records  arc  maintained  in  file  folders. 

Retrievability:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  they  are  maintained. 

Safeguards:  These  records  are  located  in  lockable  metal  file 
cabinets. 

Retention  and  disposal:  These  records  are  disposed  of  two  years 
after  separation  of  the  employee  or  five  years  upon  approval  of  the 
Civil  Service  Commission. 

System  manager(s)  and  addreu:  The  System  Managers  are  in¬ 
dicated  below. 

a.  For  agency  heads;  Presidential  appointees  in  the  Executive  Of¬ 
fice  of  the  President;  Presidentially  appointed  full-time  members  of 
committees,  boards,  or  commissions;  Commissioners  and  em¬ 
ployees  of  the  Civil  Service  Commission: 

Office  of  the  General  Counsel,  U.S.  Civil  Service  Commission, 
1900  E  Street,  N.W.,  Washington,  D.C.  20415. 

b.  For  all  employees  other  than  those  indicated  above: 

Office  of  the  General  Counsel,  Department  or  Agency  with 
which  employed,  Washington,  D.C. 

Notification  procedure:  Contact  the  appropriate  system  manager 
indicated  above.  It  is  necessary  to  furnish  the  following  information 
in  order  to  identify  the  individual  whose  records  are  requested: 

a.  Full  name. 

b.  Department  or  agency  and  component. 

c.  Mailing  address  to  which  the  reply  should  be  mailed. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  records  by 
contacting  in  person  or  by  writing  the  appropriate  System  Manager 
indicated  above. 

Contesting  record  procedures:  Same  as  record  access  procedures 
above. 

Record  source  categories:  Individuals  on  whom  records  are  main¬ 
tained. 

CSC/GOVT-3 

System  name:  General  Personnel  Records— CSC 

System  location:  These  records  are  located  in  agencies  and  the 
National  Personnel  Records  Center  as  indicated  below. 

a.  Current  Federal  employees:  Personnel  Office  or  designated  of¬ 
fice,  Department  or  Agency  with  which  employed.  Local  Installa¬ 
tion. 
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b.  Former  Federal  employees:  NetioasI  Persoenel  Records 
Center.  General  Services  Administration.  Ill  Winnebago  Street,  St. 
Lonis.  Ilissonri  63118. 

Cnteterks  el  hUlvMaals  covered  by  tbe  system:  Current  and 
former  Federal  employees. 

Categertes  of  records  In  tbe  system:  These  records  contain  infor- 
matioa  about  an  individual  such  as  the  birth  date;  Social  Security 
Numter;  veteran  preference;  tenure;  handicap;  past  and  present 
salaries,  grades,  and  position  titles;  letters  of  commendation,  repri¬ 
mand.  charges,  and  decision  on  char|es;  notice  of  reduction  in 
force;  locator  files;  personnel  actions,  including  but  not  limited  to. 
appointment,  reassignment,  demotion,  detail,  promotion,  transfer, 
and  separation;  trainmg  files;  minority  group  designator  fOes; 
records  relating  to  life  insurance,  health  benefits,  and  designation 
of  beneficiary;  performance  ratings;  awards;  medical  records;  per¬ 
formance  apprairals;  appraisals  of  potential;  Central  Personnel  Data 
File  (CPDF);  mobility  assignment  files  under  the  Intergovernmental 
Personnel  Act;  and  a^ncy  adverse  action  files. 

Authority  for  mainteaaacc  ef  the  system:  Title  3.  U.S.C.  Sections 
1302,  2931,  4118,  4308  .  4306,  and  Executive  Order  10361,  dated 
September  13,  1934. 

Renttnc  nsm  el  records  maintainrd  hi  the  system,  iaclndlng  categs 
rim  el  users  and  the  purposes  el  such  uses:  Information  in  these 
records  may  be: 

a.  Used  in  the  selection  process  by  the  agency  maintaining  the 
record  in  connection  with  appointments,  transfers,  promotions,  or 
qualifications  determinations.  To  the  extent  relevant  and  necessary, 
it  w31  be  furnished  upon  request  to  other  agencies  for  the  same 
purpose. 

Disclosed  to  other  Government  agencies  maintaining  relevant  en¬ 
forcement  or  other  information  if  necessary  to  obtain  from  these 
agencies  information  pertinent  to  decisions  regarding  hiring  or  re¬ 
tention. 

c.  Disclosed  to  prospective  employers  or  other  organizations,  at 
the  request  of  the  individual. 

d.  D^losed  to  officials  of  foreign  Governments  for  clearance  be¬ 
fore  employee  is  assigned  to  that  country. 

e.  Disclosed  to  educational  institutions  for  trainmg  purposes. 

f.  Disclosed  to  the  Department  of  Labor;  Veterans'  Administra¬ 
tion;  Social  Security  Administration;  Department  of  Defense; 
Federal  agencies  who  may  have  special  civilian  employee  retire¬ 
ment  programs;  National  State,  county,  municipal,  or  other  publicly 
recognized  charitable  or  social  security  administration  agency  to  ad¬ 
judicate  a  claim  for  benefits  under  the  Bureau  of  Retirement,  In¬ 
surance.  and  Occupations!  Health's  or  the  recipient's  benefit  pro- 
gram(s),  or  to  conduct  an  analytical  study  of  benefits  being  paid 
under  such  program. 

g.  Disclosed  to  health  insurance  carriers  or  plans  participating  in 
.the  Federal  Employee's  Health  Benefits  Program  in  support  of  a 

claim  for  health  insurance  benefits. 

h.  Disclosed  to  Federal  Employees'  Group  Life  Insurance  Pro¬ 
gram  in  support  of  an  individual's  claim  for  life  insurance  benefits. 

L  Disclosed  to  labor  organizations  in  response  to  requests  for 
names  of  employees  and  identifying  information. 

j.  If  information  indicates  a  possible  violation  of  law,  it  may  be 
disclosed  to  law  enforcement  agencies. 

k.  Disclosed  to  district  courts  to  render  a  decision  when  an  agen¬ 
cy  has  refused  to  release  to  current  or  former  Federal  employees  a 
record  under  the  Freedom  of  Information  Act. 

l.  Disclosed  to  district  courts  for  use  in  rendering  a  decision 
when  an  agency  has  refused  to  release  a  record  to  the  individual 
under  the  Freedom  of  Information  Act  (FOIA). 

m.  Used  to,  provide  statistical  reports  to  Congress,  agencies,  and 
the  public  on  characteristics  of  the  Federal  work  force. 

n.  Used  in  the  production  of  summary  descriptive  statistics  and 
analytical  studies.  The  records  may  be  used  to  respond  to  general 
requests  for  statistical  information  (without  personal  identifier) 
under  FOIA;  or  to  locate  individuals  for  personnel  research  or 
other  personnel  research  functions. 

o.  Dbclosed  to  the  Office  of  Management  and  Budget  at  any 
stage  in  the  lej^islative  coordination  and  clearance  process  in  con¬ 
nection  with  pnvate  relief  legislation  as  set  forth  in  0MB  Circular 
No.  A-19. 

p.  Disclosed  to  the  appropriate  Federal,  State,  or  local  agency 
responsible  for  investigating,  prosecuting,  enforcing,  or  implement¬ 
ing  a  statute,  rule,  regulation,  or  order  where  there  is  an  indication 
of  a  violation  or  potential  violation  of  civil  or  criminal  law  or  regu¬ 
lation. 


q.  Disclosed  to  an  agency  upon  request  for  determination  of  an 
individnal's  entitkment  to  benefits  in  connection  with  Federal 
Housing  Administration  programs. 

r.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

s.  Used  to  provide  an  of^ial  of  another  Federal  agency  any  in¬ 
formation  he  or  she  needs  to  know  in  the  performance  of  his  or  her 
official  duties  related  to  reconciling  or  reconstructing  data  files, 
compiling  descriptive  statistics,  and  making  analytic^  studies  in 
support  of  the  personnel  functions  for  which  the  records  were  col¬ 
lected  and  are  maintained. 

t.  Disclosed  to  officials  of  labor  organizations  recognized  under 
Executive  Orders  11636  and  11491,  as  amended,  when  relevant  and 
necesssary  to  their  duties  of  exclusive  representation  concerning 
personnel  policies,  practices,  and  matters  affecting  working  condi¬ 
tions. 

u.  Used  to  select  employees  for  incentive  awards  and  other 
honors  and  to  publicize  those  granted.  This  may  include  disclosure 
to  other  public  and  private  organizations,  including  news  media, 
which  grant  or  publicize  employee  awards  or  honors. 

V.  Disclosed  to  another  Federal  agency  or  to  a  court  when  the 
Government  is  party  to  a  suit  before  tbe  court. 

Folkics  and  practlees  for  storing,  ictrlevlng,  accessing,  rctaiaing, 
and  disposing  of  rocords  in  the  system:  See  Storage.  RetrievabOity, 
Safegu^s,  Access.  Retention,  and  Disposal  below. 

Storage:  The  records  are  maintained  in  fde  folders,  magnetic 
tape,  punched  cards,  microfiche,  lists,  and  forms. 

Retrlevablitty:  Records  are  indexed  by  any  combination  of  name, 
birth  date.  Social  Security  Number,  or  identification  number. 

Safeguards;  Records  arc  located  in  lockable  metal  fQc  cabinets  or 
in  secured  rooms  with  access  limited  to  those  whose  officiil  duties 
require  access. 

Retentiou  and  dlspooal:  The  Official  Personnel  Folder  (OFF)  is 
retained  by  the  employing  agency  as  long  as  tbe  individual  is  em¬ 
ployed  with  that  agency.  When  the  indtvidnal  transfers  to  another 
Federal  agency  or  to  another  appointing  office,  the  OFF  b  sent  to 
that  agency  or  office.  Within  thirty  (30)  days  after  an  individual 
separates  from  the  Federal  service,  the  OFF  is  sent  to  the  National 
Personnel  Records  Center.  Adverse  action  fOes  are  retained  by  the 
agency  indefinitely.  Other  records  are  maintained  for  2  years  or 
destroyed  when  an  individual  leaves  the  agency. 

System  maaagcr(s)  and  addrem:  The  System  Managers  are  in¬ 
dicated  below. 

a.  For  current  Federal  employees:  Personnel  Officer  or  other 
designated  official.  Department  or  Agency  with  which  employed. 
Local  Installation. 

b.  For  former  Federal  employees:  Director.  Bureau  of  Manpower 
Information  Systems,  U.S.  Civil  Service  Commission,  1900  E 
Street.  N.W..  Washington,  D.C.  20413. 

.  Notification  procedure:  The  procedures  are  indicated  below. 

a.  If  interest  is  in  specific  agency  or  department,  inquiries,  in¬ 
cluding  name,  date  of  birth,  and  Social  Security  Number,  should  be 
addressed  to:  Director  of  Personnel,  Department  or  A^ncy  con¬ 
cerned,  Washington.  D.C. 

b.  Other  inquiries,  including  name,  date  of  birth,  and  Social 
Security  Num^r,  should  be  addressed  to:  Director,  Bureau  of 
Manpower  Information  systems,  U.S.  Civfl  Service  Commission, 
1900  E  Street,  N.W.  Washington.  D.C.  20413. 

Record  access  procedures:  The  procedures  are  indicated  below. 

a.  Current  Federal  employees  who  wish  to  gain  access  to  their 
records  should  contact  their:  Personnel -Office,  or  designated  of¬ 
fice,  Agency  or  Department  with  which  employed.  Agency  or  De¬ 
partment  Installation. 

b.  Former  Federal  employees  who  wish  to  gain  access  to  their 
records  should  direct  such  a  request  in  writing,  including  their 
name,  date  of  birth,  and  Social  Security  Number,  to:  Director,  Bu¬ 
reau  of  Manpower  Information  Systems,  U.S.  Civfl  Service  Com¬ 
mission,  1900  E  Street,  N.W.,  Washington,  D.C.  20413. 

Contesting  record  procedures:  The  procedures  for  contesting 
records  are  indicated  below: 

a.  Same  as  record  access  procedures  above  for  current  Federal 
employees. 

b.  For  former  Federal  employees:  Direct  such  a  request  in  writ¬ 
ing,  including  name,  date  of  bi^,  and  Social  Security  Number  to: 
Director,  Bureau  of  Manpower  Information  Systems.  U.S.  Civfl 
Service  Commission,  1900  E  Street,  N.W.,  Washington,  D.C.  20413. 
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PRIVACY  ACT  ISSUANCES 


KM«r4  — rw  cali|«rlH:  lafomatioo  ia  this  •yttCB  of  records 
eitlicr  cones  from  the  ndividual  to  whom  it  eppbes  or  is  derived 
from  information  the  individual  supplied,  except  information  pro¬ 
vided  by  afency  officials  on  pay.  leave,  and  aBowance  records. 

CSC/COVT-4 

System  name:  Personnel  Investitations  Records— CSC 

System  locatloa:  Bureau  of  Personnel  Investigations.  U.S.  Civil 
Service  Commission.  1900  E  Street.  N.W..  Washington.  D.C.  20415. 

Categertes  af  individuals  cevcred  by  the  system:  The  categories  of 
individuals  are  in<?icated  below. 

a.  Current  and  former  applicants  for  employment  in  the  Federal 
service,  including  Government  corporations.  Government  con¬ 
trolled  corporations,  and  other  establishments  in  the  executive 
branch,  and  in  the  Government  of  the  District  of  Columbia. 

b.  Current  and  former  Federal  employees,  including  employees 
of  Government  corporations.  Government  controlled  corporations, 
and  other  establishments  in  the  executive  branch,  and  employees  of 
the  Government  of  the  District  of  Columbia. 

c.  American  citizens  who  are  current  or  former  applicants  for 
employment  with  International  Organizations. 

d.  American  citizens  who  are  current  or  former  employees  of  In¬ 
ternational  Organizations. 

e.  Individuals  considered  for  access  to  classified  information  or 
restricted  areas  and/or  security  determinations  as  contractors,  em¬ 
ployees  of  contractors,  experts,  instructors,  and  consultants  to 
Federal  programs. 

f.  Individuals  considered  for  assignment  a:  representatives  of  the 
Federal  Government  in  volunteer  programs. 

g.  Individuals  who  are  neither  applicants  nor  employees  of  the 
Federal  Government,  but  are  or  were  involved  In  Federal  programs 
under  a  cooperative  assignment  or  similar  agreement. 

h.  Individuals  who  are  neither  applicants  nor  employees  of  the 
Federal  Government,  but  are  or  were  involved  in  matters  related  to 
the  administration  of  the  merit  system. 

Categories  of  records  In  the  system:  These  records  contain  in¬ 
vestigative  information  regarding  an  individual's  character,  con¬ 
duct,  and  behavior  in  the  community  where  he  or  she  lives  or  lived; 
arrests  and  convictions  for  any  violations  against  the  law;  reports 
of  interviews  with  present  and  former  supervisors,  co-workers,  as¬ 
sociates.  educators,  etc.;  reports  about  the  qualifications  of  an  in¬ 
dividual  for  a  specific  position;  reports  of  inquiries  with  law  en¬ 
forcement  agencies,  employers,  educational  institutions  attended; 
and  other  information  developed  from  the  above. 

Authority  for  maintenance  of  the  system:  The  authorities  for  main¬ 
tenance  of  the  system  are  indicated  below. 

a.  Section  2,  Civil  Service  Act  of  1883— original  authority,  now 
codified  in  Title  5,  CFR  Section  3.2.  Civil  Service  Rule  V. 

b.  Sections  1303,  1304,  and  3301,  Title  5.  U.S.C. 

c.  Sections  7,  8(b).  8(c),  9(a).  9(c)  and  14,  Executive  Order  10450. 

d.  Public  Law  92-261  and  Sections  713.216  antf  713.220  of  the 
Civil  Service  Regulations. 

e.  Section  7701,  Title  5.  U.S.C.  (formerly  Section  14  of  the 
Veterans  Preference  Act  of  1944,  as  amended),  and  Executive 
Order  10988. 

f.  Sections  1501-1508  and  7324-7327  of  Tide  5,  U.S.  Code 
(formerly  Section  12(b)  of  the  Hatch  Act). 

g.  Section  2165  of  Title  42,  U.S.  Code  (formerly  the  Atomic 
Energy  Act  of  1954,  as  amended). 

h.  SecUon  2585  of  Tide  22,  U.S.  Code  (formerly  P.L.  87-297). 

i.  Execudve  Order  10422,  as  amended. 

j.  Section  2455  of  Tide  42,  U.S.  Code  (formerly  the  Nadonal 
Aeronaudes  and  Space  Act,  P.L.  85-568). 

k.  Secdon  1434  of  Tide  22,  U.S.  Code  (formerly  P.L.  80-402). 

l.  In  addition  to  the  provisions  cited  above,  there  are  various  acts 
of  Congress  that  contain  implied  authority  for  the  Commission  to 
investigate,  such  as  laws  prohibiting  the  purchase  and  sale  of  of¬ 
fice,  holding  of  two  offices,  conspiracy,  and  other  prohibitory 
statutes. 

Roudac  uses  af  records  maintaiacd  la  the  aystem,  lacludlug  catego¬ 
ries  of  users  and  the  purposes  of  suck  uses:  The  contents  of  these 
records  and  file's  may  be  disclosed  and  used  as  foUows; 

a.  To  designated  officers  and  raployees  of  other  agencies  and 
departments  of  the  Federal  Government,  and  the  District  of  Colum¬ 
bia  Government,  having  an  interest  in  the  individual  for  employ¬ 
ment  purposes,  including  a  security  clearance  or  access  determina¬ 
tion,  and  a  need  to  evaluate  qualifications,  suitability,  and  loyalty 
to  the  United  States  Government. 


b.  To  designated  officers  and  employees  of  other  ^encies  and 
departments  of  the  Federal  Government  to  avoid  duplication  when 
such  agency  or  department  conducts  an  investigation  of  the  in¬ 
dividual  for  the  purpose  of  ^nting  a  security  clearance,  or  for  the 
purpose  of  making  a  determination  of  qualifications,  suitability,  or 
loyrity.  to  the  United  States  Government,  or  access  to  classified  in¬ 
formation  or  restricted  areas. 

c.  To  designated  officers  and  employees  of  other  agencies  and  j 

departments  of  the  Federal  Government  having  the  responsibility  to  j 
grant  security  clearance,  make  a  determination  regarding  access  to  I 
classified  information  or  restricted  areas,  or  to  evaluate  qualifica-  | 
tions,  suitability,  or  loyalty  to  the  Unit^  States  Government,  in 
connection  with  performance  of  a  service  to  the  Federal  Govern-  | 
ment  under  a  contract  or  other  agreement.  j 

d.  To  the  intelligence  agencies  of  the  Department  of  Defense,  i 

National  Security  Agency.  Central  Intelligence  Agency,  and  the  i 
Federal  Bureau  of  Investigation  for  use  in  intelligence  activities.  ] 

e.  To  any  source  from  which  information  is  requested  in  the  I 
course  of  an  investigation,  to  the  extent  necessary  to  identify  the  | 
individual,  inform  the  source  of  the  nature  and  purpose  of  the  in¬ 
vestigation,  and  to  identify  the  type  of  information  requested. 

f.  In  the  event  of  an  indication  of  any  violation  or  potential  viola¬ 
tion  of  the  law,  whether  civil,  criminal,  or  regulatory  in  nature,  and 
whether  arising  by  statute,  or  by  regulation,  rule,  or  order  issued  ' 
pursuant  thereto,  the  relevant  records  in  the  system  of  records  may 

be  referred,  as  a  routine  use.  to  the  appropriate  agency,  whether 
Federal,  State,  local,  or  foreign,  charged  with  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforce¬ 
ment  or  implementing  the  statute,  or  rule,  regulation,  or  order  is¬ 
sued  pursuant  thereto.  Such  referral  shall  also  include,  and  be 
deemed  to  authorize,  (1)  any  and  all  appropriate  and  necessary  uses 
of  such  records  in  a  court  of  law  and  before  an  administrative 
board  or  hearing,  including  referrals  related  to  probation  and  parole 
matters,  and  (2)  such  other  interagency  referrals  as  may  be  neces¬ 
sary  to  carry  out  the  receiving  agency's  assigned  law  enforcement 
duties. 

g.  To  a  Federal  agency,  in  response  to  its  request,  in  connection 
with  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant,  or 
other  benefit  by  the  requesting  agency,  to  the  extent  that  the  infor¬ 
mation  is  relevant  and  necessary  to  the  requesting  agency's  deci¬ 
sion  on  matters. 

h.  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  research  functions  or  manpower  studies. 

The  records  may  also  be  utilized  to  respond  to  general  requests  for 
statistical  information  (without  personal  identification  of  in¬ 
dividuals)  under  the  Freedom  of  Information  Act  or  to  locate  in¬ 
dividuals  for  personnel  research. 

i.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

j.  To  disclose  information  to  another  Federal  agency  or  to  a  court 
when  the  Government  is  party  to  a  suit  before  the  court. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system:  See  Storage,  Retrievability, 
Safeguards,  Access,  Retention,  and  Disposal  below. 

Storage:  Some  files  are  maintained  in  folders  in  a  room  with  a 
windowless  door  which  is  locked  with  a  manipulation-proof  com¬ 
bination  lock  and  protected  by  a  police  alarm  system.  Older  ffles 
are  in  storage  at  the  GSA  Reords  Center.  Suitland,  Maryland. 
Other  files  are  maintained  in  metal  ffle  cabinets  which  are  secured 
by  use  of  bars  and  combination  locks  when  not  in  use.  The  index 
for  this  system  of  records  is  contained  in  Rotary  Wheeldex 
machines  which  are  covered  and  locked  when  not  in  use. 

Retrievability:  Records  are  indexed  by  name  in  alphabetical 
order. 

Safeguards:  All  officials  and  employees  are  required  to  have  an 
appropriate  security  clearance  before  they  are  allowed  access  to  the 
files  and  records. 

RetentloB  and  dbpoaal:  The  procedures  are  indicated  below. 

a.  File  cards  from  the  index  to  the  system  of  records  which  show 
the  existence  of  an  investigative  file  are  maintained  for  20  years 
plus  the  current  year,  or  longer  if  further  investigative  activity  was 
initiated'  within  the  past  20  years.  File  cards  which  show  completion 
of  clear  National  Agency  Checks  or  National  Agency  Checks  and 
Inquiries  are  maintained  for  two  years  plus  the  current  year. 
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b.  Other  cards  are  removed  from  the  index  and  stored.  In  1980 
the  stored  cards  and  corresponding  investigative  files  will  be 
destroyed. 

c.  Piles  destroyed  by  the  CSC  are  bnmed.  The  means  of  disposal 
of  investigative  fBes  is  determined  by  the  National  Archives  and 
Records  Service. 

System  managerfs)  and  address:  Director,  Bureau  of  Personnel  In¬ 
vestigations,  United  States  Civil  Service  Commission,  1900  E 
Street,  N.W.,  Washington,  D  C.  204IS. 

NotMcatloa  pro^nre:  Contact  the  system  manager  above.  It  is 
necessary  to  furnish  the  following  information  in  order  to  identify 
the  individual  whose  records  are  requested: 

a.  Full  name.  ' 

b.  Date  of  birth. 

c.  Place  of  birth. 

d.  Any  available  information  regarding  the  type  of  record  in¬ 
volved. 

e.  Category  of  individual  under  which  the  individual  believes  he 
or  she  fits. 

Record  access  procednres:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  the  records 
through:  Director,  Bureau  of  Personnel  Investigations,  United 
States  Civil  Service  Commission,  1900  E  Street,  N.W.,  Washingtoot 
D  C.  204IS. 

Contesting  record  procedures:  Same  as  record  access  procedures 
above. 

Record  aenree  categories:  Information  contained  in  the  system 
was  obtained  from  the  following  categories  of  sources: 

a.  Applications  and  other  personnel  and  security  forms  furnished 
by  the  individual. 

b.  Investigative  and  other  record  material  furnished  by  Federal 
agencies. 

c.  Notices  of  personnel  actions  furnished  by  Fedral  agencies. 

d.  By  persons!  investigation  or  written  inquiry  from  sources  such 
as  employers,  educational  institutions,  references,  neighbors,  as¬ 
sociates,  police  departments,  courts,  credit  bureaus,  medical 
records,  probation  officials,  prison  officials,  newspapers, 
magazines,  periodicals,  and  other  publications. 

Systenss  exempted  from  certain  prorletens  of  the  act:  Pursuant  to  S 
U.S.C.  SS2a(kKI).  (2)  and  (3),  and- (6)  all  information  about  an  in¬ 
dividual  in  the  records  that  meets  the  criteria  stated  in  3  U.S.C. 
332a(kKI).  (2),  (3),  and  (6)  are  exempt  from  the  requirements  of  3 
U.S.C.  3S2a(c)(3)  and  (d)  relntig  to  access  and  contest  and  making 
an  accounting  of  disclosure  to  the  individual  named  in  the  records 
for  the  following  reasons: 

a.  In  that  personnel  investigations  from  time  to  time  obtain  infor¬ 
mation  relevant  to  the  matter  under  investigation  which  is  properly 
classified  by  another  agency  and  which  pertains  to  national  defense 
or  foreign  policy,  applications  of  exemptions  (kHl)  will  be  required 
to  prevent  the  individual  from  gaining  access  to  such  information 
under  subsection  (d)  of  the  Act. 

b.  In  that  personnel  investigations  involve  civil  law  enforcement 
in  connection  with  the  administration  of  the  merit  system,  the  ef¬ 
fectiveness  of  which  would  be  impaired  should  the  individual  ob¬ 
tain  access  to  the  investigative  record  of  the  matter,  the  application 
of  exemption  (kK2)  may  be  required  to  prevent  the  individual  from 
gaining  access  under  subsection  (d)  of  th  Act.  Also,  as  the  access 
by  the  individual  to  an  accounting  of  disclosures  of  the  record  of 
snch  an  investigation  may  impair  a  law  enforcement  function,  the 
application  of  the  exemptions  to  subsection  (cK3)  of  the  title  will  be 
required. 

c.  In  that  a  personnel  investigation  can  involve  information  ob¬ 
tained  from  a  source  who  furnished  such  information  under  a 
properly  granted  promise  that  the  identity  of  the  source  would  be 
held  in  confidence,  the  application  of  exemption  (kK3)  will  be 
required  to  honor  such  a  promose  should  the  individual  request  ac¬ 
cess  to  the  record  under  subsection  (d). 

d.  In  that  personnel  investigations  in  connection  with  the  ad- 
miaistraion  of  the  examining  function  of  the  merit  system  may  in¬ 
volve  the  coUectioo  of  test  material,  the  application  of  exemption 
(kK6)  wiD  ^  required  to  prevent  the  exposure  of  such  material 
which  would  compromise  the  examinating  process. 

CSC/GOVT— 5 

Syatem  naaic:  Recruiting.  Examining,  and  Placement  Records— CSC 

System  lecatloa:  Civd  Service  Commission  Job  Information  Cen¬ 
ters;  area,  regional,  and  central  offices  of  the  Civfl  Service  Com¬ 
mission  as  indicated  in  the  appendix;  and  personnel  and  other  of¬ 


fices  of  Federal  agencies  that  are  authorized  to  make  appointments 
to  positions  and  to  act  for  the  Commission  by  delegated  authority. 

Categerics  ef  tedKIdnals  covered  by  the  system:  Persons  who  have 
applied  for  Federal  en»>loyment  or  are  employees  or  former  em¬ 
ployees  of  the  Federal  Government. 

Categories  of  records  in  the  system:  These  records  contain  infor¬ 
mation  relating  to  the  education  and  training;  employment  history 
and  earnings;  appraisal  of  past  performance;  convictions  for  offen¬ 
ses  against  the  law;  results  of  written  tests;  appraisal  of  potential; 
honors,  awards,  or  fellowships;  military  service;  veteran 
preference;  birthplace;  birth  date;  Social  Security  Number;  names 
of  relatives  who  are  employed  in  the  Federal  service;  legal  re¬ 
sidence;  and  home  address  of  persons  who  have  applied  for 
Federal  employment  or  are  employees  or  former  employees  of  the 
Federal  Government. 

Authority  for  maintenance  of  the  system:  Title  3  U.S.C.,  Sections 
1302,  3109,  3301,  3302,  3304,  3306,  3307,  3309,  3313,  3317,  3318, 
3319,  3326,  4103,  3532,  3533,  and  5723. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  a  record  may  be  used: 

a.  To  refer  applicants  to  Federal  agencies  for  employment  con¬ 
sideration. 

b.  To  refer  applicants  to  State  and  local  Governments,  congres¬ 

sional  offices,  international  organizations,  and  other  public  offices 
with  permission  of  an  applicant  for  the  purpose  of  employment 
consideration.  « 

c.  To  refer  current  and  former  Federal  employees  to  Federal 
agencies  for  consideration  for  transfer,  reassignment,  reinstate¬ 
ment,  and/or  promotion,  as  applicable. 

d.  To  refer  current  Federal  Government  employees  for  considera¬ 
tion  for  reassignment  and  promotion  within  the  employing  agencies. 

e.  As  a  data  source  for  management  information  for  pr^uction 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  coDected  and  maintained, 
or  for  related  personnel  research  functions  or  manpower  studies. 
The  records  may  also  be  utilized  to  respond  to  general  requests  for 
statistical  information  (without  personal  identification  of  in¬ 
dividuals)  under  the  Freedom  of  Information  Act  or  to  locate  in¬ 
dividuals  for  personnel  research. 

f.  To  refer  pertinent  information  to  the  appropriate  Federal, 
State,  or  local  agency  responsible  for  investigate,  prosecuting,  en¬ 
forcing,  or  implementing  a  statute,  rule,  regulation,  or  order  where 
there  is  an  indkation  of  a  violation  or  potential  violation  of  civil  or 
criminal  law  or  regulation. 

g.  To  request  information  from  a  Federal,  State,  or  local  agency 
maintaining  civfl,  criminal,  or  other  information  relevant  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance  of  a  security  clearance,  the  letting  of  a  contract,  or  is¬ 
suance  of  a  grant,  license,  or  other  benefit. 

h.  To  disclose  information  to  the  Offke  of  Management  and 
Budget  at  any  stage  in  the  legislative  coordination  and  ckarance 
process  in  connection  with  private  relief  legislation  as  set  forth  in 
0MB  Circular  No.  A-19. 

i.  To  provide  an  educational  institution  with  information  on  an 
appointment  of  a  recent  graduate  to  a  Federal  position  at  a  certain 
grade  level. 

j.  To  provide  information  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  a  congres¬ 
sional  offke  made  at  the  request  of  that  indivkiual. 

k.  To  disclose  information  to  another  Federal  agency  or  to  a 
court  when  the  Government  is  party  to  a  suit  before  the  court. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system:  See  Storage,  Retrievability , 
Safeguards,  Acess,  Retention,  and  Disposal  below. 

Storage:  Records  are  maintained  on  magnetk  tapes,  disks, 
punched  cards,  mkrofkhe,  cards,  lists,  and  forms. 

RctrievabllMy:  Records  are  indexed  by  name,  date  of  birth,  and 
Social  Security  Number. 

Safegnards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  offkial  duties  require  such  access.  Quality  as¬ 
surance  checks  and  appropriate  computer-related  safeguards  are 
employed.  Fersonnel  screening  is  employed  to  prevent  unauthorized 
disclosure. 

Retention  and  dhpasnl;  Records  in  this  system  are  retained  and 
disposed  of  per  the  requirements  of  GS A  Records  Schedule  1. 

System  maaager(s)  and  addrem: 
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PRIVACY  ACT  ISSUANCES 


a.  For  applicants  who  filed  an  application  with  an  Area  Office: 
Director,  Bureau  of  Recruiting  and  Examining.  U.S.  Civil  Service 
Commission,  1900  E  Street,  N.W..  Washington.  D.C.  204IS. 

b.  For  individuals  who  filed  an  application  with  a  specific  agen¬ 
cy:  The  personnel  or  designated  office  of  the  agency  installation 
where  application  was  made. 

Notlflcatloa  procedure:  The  procedures  are  indicated  below. 

a.  For  applicants:  Contact  the  Area  Office  to  which  the  in¬ 
dividual  applied.  (See  address  of  area  offices  listed  in  the  appendix 
below).  Individuals  should  provide  name,  date  of  birth.  Social 
Security  Number,  identification  number  (if  known),  approximate 
date  of  record,  title  of  examination  or  announcement  with  which 
concerned,  and  geographic  area  in  which  consideration  was 
requested. 

b.  For  current  Federal  employees:  If  the  application  was  made  to 
a  specific  agency,  the  personnel  office  of  the  agency  where  applica¬ 
tion  was  made.  Individuals  should  provide  name,  date  of  birth.  So¬ 
cial  Security  Number,  vacancy  announcement  number  (if  known), 
and  title  of  position  for  which  applied. 

Record  acccM  procedures:  Same  as  noitification  procedures 
above. 

Contesting  record  procedures:  The  procedures  are  indicated 
below. 

a.  For  applicants:  Area  Office  to  which  the  individual  applied. 
(See  address  of  area  offices  listed  below). 

b.  For  current  Federal  employees:  If  the  application  was  made  to 
a  specific  agency,  the  personnel  office  of  the  agency  installation 
where  application  was  made. 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  he  or  she  supplied,  except  reports  from*  medical 
personnel  on  physical  qualifications;  results  of  examination  which 
are  made  known  to  applicants  and  vouchers  supplied  by  references 
the  applicant  lists. 

Systems  esempted  from  certain  provWoas  of  the  act: 

Pursuant  to  S  U.S.C.  SS2a(kXh)  all  material  and  information  about 
an  individual  that  meet  the  criteria  stated  in  S  U.S.C.  SS2a(k)(6)  are 
exempt  from  the  requirements  of  3  U.S.C.  SS2a(cK3);  (d);  (eKD; 
(eK4KG),  (H).  and  (I),  and  (f)  relating  to  access  and  contest,  mak¬ 
ing  an  accounting  of  disclosure  to  the  individual  named  in  the 
record,  maintenance  of  information  in  records,  publication  annuaDy 
in  the  Federal  Register,  and  provisions  regarding  rales,  in  that  por¬ 
tions  of  this  system  relate  to  testing  and  examination  materials  that 
are  used  solely  to  determine  individual  qualifications  for  appoint¬ 
ment  or  promotion  in  the  Federal  service.  The  specific  material  that 
is  exempted  is  as  follows: 

a.  Answer  keys. 

b.  Ratings  given  for  the  purpose  of  validating  examinations. 

c.  Rating  schedules,  including  crediting  plans. 

d.  Rating  sheets. 

e.  Test  booklets. 

f.  Test  item  files. 

g.  Transmutation  tables. 

Appendix 

An  individual  can  obtain  information  regarding  the  location  of 
systems  of  records  that  may  contain  personal  information  on  him 
or  her  by  contacting  in  person  or  in  writing  one  of  the  Commis¬ 
sion's  offices  indicated  below  that  is  nearest  to  where  he  or  she 
resides. 

Rcgloaal  and  Area  Chrfl  Serviee  CMsaslssloa  Offices 
ATLANTA  REGION 

1340  Spring  St.,  N.W.,  Atlanta,  Georgia  30309. 

Area  Offices 

Southerland  Building,  806  Governors  Dr.,  S.W.,  Huntsville, 
Alabama  33801. 

Federal  Building,  80  N.  Hughey  Avenue,  Orlando,  Florida  32803. 

Federal  Office  Building,  273  Peachtree  St.,  N.E.,  Atlanta,  Geor¬ 
gia  30303. 

600  Federal  Place,  Louisville,  Kentucky  40202. 

802  N.  State  St.,  Jackson,  Mississippi  39201. 

310  New  Bern  Ave.,  Raleigh,  North  Carolina  27601. 

Federal  Office  Building,  334  Meeting  St.,v  Charleston,  South 
Carolina  29403. 

100  Main  St.,  Memphis,  Tennessee  38103. 


BOSTON  REGION 

John  W.  McCormack  Post  Office  and  Courthouse,  Boston,  Mas¬ 
sachusetts  02109. 

Area  Offices 

Federal  Building,  430  Main  St.,  Hartford,  Connecticut  06103. 

Federal  Building,  Augusta,  Maine  04330. 

3  Center  Plaza,  Boston,  Massachusetts,  02108. 

Federal  Building,  Portsmouth,  New  Hampshire  03801. 

Federal— Post  Office  Building,  Kennedy  Plaza,  Providence, 
Rhode  Island  02903. 

Federal  Building,  Burlington,  Vermont  0S40I. 

CHICAGO  REGION 

Federal  Office  Building,  29th  Floor,  230  South  Dearborn  St., 
Chicago,  Illinois  60604. 

Area  Offices 

219  S.  Dearborn  St.,  Chicago,  Illinois  60604. 

U.S.  Courthouse  and  Federal  Building,  46  E  Ohio  St.,  Indi¬ 
anapolis,  Indiana  46204. 

477  Michigan  Ave.,  Room  363,  Detroit,  Michigan  48226. 

Federal  Building,  Room  1%,  Fort  Snelling,  Twin  Cities,  Min¬ 
nesota  33111. 

U.S.  Courthouse  and  Federal  Building.  Room  307,  200  W.  2nd 
Street,  Dayton.  Ohio  43402. 

I6I  W.  Wisconsin  Ave.,  Milwaukee,  Wisconsin  33203. 

DALLAS  REGION 

1100  Commerce  St.,  Dallas,  Texas  73242. 

Area  Offices 

Federal  Office  Building,  Room  3303  ,  700  W.  Capitol  Ave.,  Little 
Rock,  Arkansas  72201. 

Federal  Building,  610  South  St.,  New  Orleans,  Louisiana  70130. 

421  Gold  Ave.,  S.W.,  Albuquerque.  New  Mexico  87102. 

210  NW.  6th  St..  Oklahoma  City,  Oklahoma  73102. 

1100  Commerce  St.,  Room  6B4,  6th  Floor,  Dallas.  Texas  73242. 

Property  Trust  Building  Suite  N302.  2211  E.  Missouri  Ave.,  El 
Paso,  Texas  79903. 

702  Caroline  St.,  Houston,  Texas  77002. 

643  E.  Durango  Blvd.,  San  Antonio,  Texas  73203. 

DENVER  REGION 

Building  20,  Denver  Federal  Center,  Colorado  80223. 

Area  Offices 

U.S.  Post  Office  Building,  1843  Sherman  Avenue.  Denver, 
Colorado  80203. 

130  Neill  Ave.,  Helena,  Montana  39601. 

637  2nd  Ave.  North,  Fargo,  North  Dakota  38102. 

Federal  Building-U.S.  Courthouse,  Room  201,  313  9th  St.,  Rapid 
CHy,  South  Dakota  37701. 

330  S.  Main  St.  Room  484,  Salt  Lake  CHy,  Utah  84101. 

2120  CapHol  Avenue,  Room  3002,  Cheyenne.  Wyoming  82001. 

NEW  YORK  REGION 

New  Federal  BuQding.  26  Federal  Plaza,  New  York,  New  York 
10007. 

Area  Offiecs 

970  Broad  St,  Newark.  New  Jersey  07102. 

26  Federal  Plaza,  New  York,  New  York  10007. 

U.S.  Courthouse  and  Federal  Bldg.,  100  S.  Clinton  St,  Syracuse, 
New  York  13202. 

U.S.  Court  House  and  Federal  Office  Building,  Carlos  A.  Char- 
don  St.,  Hato  Rey,  Puerto  Rko  00918. 

PHILADELPHIA  REGION 

William  J.  Green,  Jr.,  Federal  BuSding,  600  Arch  St,  Philadel¬ 
phia.  Pennsylvania  19106. 

Area  Offices 

Federal  Office  Building,  844  King  St.  WQmiiigton,  Delaware 
I980I. 

Federal  Building.  Lombard  St.  and  Hopkins  Place,  Baltimore, 
Maryland  21201. 

William  J.  Green,  Jr.,  Federal  Building,  600  Arch  St.,  Philadel¬ 
phia.  Pennsylvania  19106. 

F^eral  Building,  1000  Liberty  Ave.,  Pittsburgh,  Pennsylvania 
13222. 

Atlantic  National  Bank  Building,  413  St.  Paul  Blvd.,  Norfolk. 
Virginia  23310. 
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Federal  Building.  500  Quanier  St..  Charleston,  WEst  Virginia 
2S30I. 

ST.  LOUIS  REGION 

1256  Federal  Building.  1520  Market  St..  St.  Louis.  Missouri 
63103. 

Area  Offlccfl 

New  Federal  Building.  210  Walnut  Street,  Des  Moines,  Iowa 
50309. 

120  S.  Market  St.,  Wichita.  Kansas  67202. 

601  E.  12th  St.,  Kansas  City,  Missouri  64106. 

1520  Market  St.,  St.  Louis,  Missouri  63103. 

215  N.  17th  St.,  Omaha,  Nebraska  68102. 

SAN  FRANCISCO  REGION 

Federal  Building,  Box  36010,  450  Golden  Gate  Avenue,  San 
Francisco,  California  94102. 

Area  Offices 

522  North  Central  Ave.,  Phoenix,  Arizona  85004. 


851  S.  Broadway.  Los  Angeles,  California  90014. 

650  Capitol  Mall.  Sacramento,  California  95814. 

880  Front  Street,  San  Diego.  California  92188. 

450  Golden  Gate  Ave.,  Box  36122,  San  Francisco,  California 
94102. 

300  ALa  Moana  Blvd.,  Honolulu,  Hawaii  96813. 

50  S.  Virginia  St.,  Reno.  Nevada  89505. 

SEATTLE  REGION 

Federal  Building,  26tb  Floor,  915  Second  Avenue,  Seattle. 
Washington  98174. 

Area  Offices 

617  G.  St..  Anchorage.  Alaska  99501. 

Federal  Building,  550  W.  Fort  St.,  Boise,  Idaho  83702. 

Federal  Building.  Room  376,  1220  S.W.  3rd  St..  Portland.  Oregon 
97204. 

Federal  Building,  26th  Floor,  915  Second  Ave.,  Seattle.  Washmg- 
ton  98174. 
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PRIVACY  ACT  ISSUANCES 


COMMISSION  ON  CIVIL  RIGHTS 

PRIVACY  ACT  OF  1974 

SyUems  of  Records;  Annua]  Publication 

Pupiuant  to  5  U.S.C.  552a(eK4).  the  United  States  Commission 
on  Civil  Rights  hereby  publishes  the  Systems  of  Records  as  cur¬ 
rently  maintained  by  the  agency.  The  systems  were  originally 
published  at  pages  40786-40791,  Federal  Register  of  September  3, 
1975  and  were  amended  at  page  4.5939  of  the  Federal  Register  on 
October  2,  1975,  and  at  page  2695  of  the  Federal  Register  on  June 
30,  1976,  at  pages  5.3454-534.59  on  December  6,  1976;  at  page  54209 
on  December  13,  1976.  Additional  changes  not  previously  published 
in  the  Federal  Register  are  itemized  below: 

The  name  of  the  Office  of  Field  Operations  has  been  changed  to 
Regional  Office  Liaison  Unit  in  System  Notices  CRC-003,  CRC- 
004,  CRC-005,  CRC-007  and  CRC-009.  The  name  of  the  Mountain 
States  Regional  Office  has  been  changed  to  Rocky  Mountain  Re¬ 
gional  Office  in  System  Notices  CRC-003,  CRC-008,  and  CRC-O09. 
The  name  of  the  Office  of  Information  and  Publication  has  been 
changed  to  Public  Affairs  Office  in  System  Notices  CRC-005,  and 
CRC-008.  Add  Northwestern  Regional  Office,  U.S.C. C.R.,  915 
Second  Avenue,  Room  28.54,  Seattle,  Washington  98174  to  the  list 
in  System  Notices  CRC-003,  CRC-008,  and  CRC-009.  In  System 
Notice  CRC-009.  delete  Arizona  from  Mountain  States  Regional 
Office.  Add  Arizona  to  the  list  under  the  Western  Regional  Office, 
and  delete  Alaska,  Idaho,  Oregon,  and  Washington;  add 
Northwestern  Regional  Office;  Alaska,  Idaho,  Oregon,  Washington. 

The  proposed  amendment  published  at  page  54209  of  the  Federal 
Register  on  December  13,  1976,  included  a  change  in  riHitine  use 
for  System  Notice  010  (travel,  payroll,  time  and  attendance  of 
Commission  staff,  consultants,  and  State  Advisory  Committee 
members)  of  the  agency.  No  comments  on  the  routine  use  were 
received  and  the  routine  use  was  adopted.  The  system  was 
amended  as  follows:  ^ 

Routine  uses  of  records  maintained  in  this  system  shall  include 
providing  a  copy  of  an  employee’s  Department  of  the  Treasury 
Form  W-2,  Wage  and  Tax  Statement,  to  the  State,  city  or  other 
local  jurisdiction  which  is  authorized  to  tax  the  employee's  com¬ 
pensation.  The  record  will  be  provided  in  accordance  with  a 
withholding  agreement  between  the  State,  city,  or  other  local  ju¬ 
risdiction  and  the  Department  of  the  Treasury  pursuant  to  5  U.S.C. 
5516,  5517,  or  5520,  or  in  the  absence  thereof,  in  response  to  a 
written  request  from  an  appropriate  official  of  the  taxing  jurisdic¬ 
tion  to  the  Director,  Office  of  Management,  U.S.  Commission  on 
Civil  Rights,  who  will  forward  the  request  to  the  General  Services 
Administration  for  appropriate  action.  The  request  must  include  a 
copy  of  the  applicable  statute  or  ordinance  authorizing  the  taxation 
of  compensation  and  should  indicate  whether  the  authority  of  the 
jurisdiction  to  tax  the  employee  is  based  on  place  of  residence, 
place  of  employment,  or  both. 

Pursuant  to  a  withholding  agreement  between  a  city  and  the  De¬ 
partment  of  the  Treasury  (5  U.S.C.  5520),  copies  of  executed  city 
tax  withholding  certificates  shall  be  furnished  the  city  in  response 
to  a  written  request  from  an  appropriate  city  official  to  the 
Director,  Office  of  Management,  U.S.  (Commission  on  Civil  Rights, 
who  will  forward  the  request  to  the  General  Services  Administra¬ 
tion  for  appropriate  action. 

Dated:  August  25,  1977. 

Richard  Baca, 
General  Counsel. 
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CRC— 001 

Syalem  name:  Appeals,  Grievances  and  Complaints  (internaf) 


Kyatcm  location: 

Office  of  Management 

Personnel  Office 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue.  N.W..  Rinim  .507 

Washington.  D  C.  20425 

Categories  of  iniividuals  covered  by  the  system:  Applicants  for 
Federal  employment,  current  and  former  employees,  agencies  and 
annuitants  who  appeal  a  determination  made  by  the  Commission 
Categories  of  records  in  the  system:  This  system^ of  records  con¬ 
tains  information  or  documents  relating  to  a  decision  and  deter¬ 
mination  made  by  the  Commission  affecting  an  individual  The 
reciHds  consist  of  the  initial  grievance,  complaint,  or  appeal,  letters 
of  notices  to  the  individual,  records  of  hearings  when  conducted, 
materials  placed  into  the  record  to  support  the  decision  or  deter¬ 
mination,  affidavits  or  statements,  testimony  of  witnesses,  in¬ 
vestigative  reports,  notice  of  decision  and  related  correspondence, 
opinions  and  recommendations. 

Authority  for  maintenance  of  the  system: 

42  U.S.C.  sec.  I97.5d(a) 

Federal  Personnel  Regulation  (FPM)  293 
Federal  Personnel  Regulation  (FPM)  771 
Federal  Perstmnel  Regulation  (FMP)  752 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  records  and  infor¬ 
mation  in  the  records  may  be  used  to  respond  to  a  request  from  a 
member  of  Congress  regarding  the  status  of  an  appeal,  complaint  or 
grievance:  to  provide  information  to  the  public  on  the  decision  of 
an  appeal,  complaint  or  grievance  required  by  the  Freedom  of  In¬ 
formation  Act;  to  respond  to  a  court  subpena  and/or  refer  to  a  dis¬ 
trict  court  in  connection  with  a  civil  suit;  to  adjudicate  an  appeal, 
complaint,  or  grievance;  as  a  data  source  for  management  informa¬ 
tion  for  production  of  summary  descriptive  statistics  and  analytical 
studies  in  support  of  the  function  for  which  the  records  are  col¬ 
lected  and  maintained,  or  for  related  personnel  management  func¬ 
tions  or  personnel  resources  studies;  may  also  be  utilized  to 
respond  to  general  requests  for  statistical  information  (without  per¬ 
sonal  identification  of  individuals)  under  the  Freedom  of  Informa¬ 
tion  Act  or  to  locate  a  specific  individual  for  personnel  research  or 
other  personnel  management  functions;  and  to  provide  information 
or  disclose  to  a  Federal  agency,  in  response  to  another  agency's 
request,  in  connection  with  the  hiring  or  retention  of  an  employee. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — I'hese  records  are 
maintained  in  secured  file  folders,  and  index  card.  Retrievabili- 
ty — These  records  are  indexed  by  the  names  of  the  individuals  on 
whom  they  are  maintained,  ^feguards— Access  to  and  use  of  these 
records  are  limited  to  thos^ persons  whose  official  duties  require 
such  access.  Personnel  screening  is  employed  to.  prevent 
unauthorized  disclosure  Retention  and  Disposal — The  records  are 
maintained  up  to  two  years  and  are  transferred  to  the  National  Per¬ 
sonnel  Records  Center.  St.  Louis,  Missouri.  They  are  destroyed  by 
the  Federal  Records  Center  when  the  records  are  seven  (7)  years 
old. 

System  manageris)  and  address: 

Office  of  Management 
Personrtel  Officer 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Notification  procedure:  Individuals  who  have  filed  appeals  or 
grievances  are  aware  of  that  fact  and  have  been  provided  a  copy  of 
the  record.  They  may,  however,  contact  the; 

Office  of  General  Counsel 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W.,  Room  600 
'Washington,  D.C.  20425 

Record  access  procedures:  Same  as  above  with  appeal  to  the  Staff 
Director. 

Record  source  categories:  Individuals  to  whom  the  record  per¬ 
tains;  agency  and/or  Commission  officials;  affidavits  or  statements 
from  employees;  testimony  of  witnesses;  official  documents  relat¬ 
ing  to  the  appeal,  grievance,  or  complaints;  and  correspondence 
from  specific  organizations  or  persons. 
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Eieaptioat:  The  resKMis  for  p<mbly  asierting  the  exemptions 
are  to  prevent  subjects  of  investigation  from  frustrating  the  in¬ 
vestigatory  pnKcss,  to  prevent  disclosure  of  investigative 
techniques,  to  maintain  the  ability  to  obtain  necessary  information, 
to  fulfill  commitments  made  to  sources  to  protect  their  identities 
and  the  confidentiality  of  information  and  to  avoid  endangering 
these  sources. 

CRC— 002 

System  name:  Applications  for  Employment 
System  location: 

U.S.  Commission  on  Civil  Rights 
Office  of  Management 
Personnel  Division 

1121  Vermont  Avenue.  N  W.,  Room  507 
Washington.  D.C.  2042S 

Occasionally  located  on  a  temporary  basis  in  divisional  or  regional 
offices. 

Categories  of  individuals  covered  by  the  system:  Applicants  seek¬ 
ing  employment  with  the  U.S  Commission  on  Civil  Rights. 

Categories  of  records  in  the  system:  The  system  comprises  S.F. 
ni's,  personal  resumes,  and  in  many  instances  Civil  Service  Com¬ 
mission  examination  scores  of  individuals  seeking  employment  with 
the  Commission  on  Civil  Rights 

Authority  for  maintenance  of  the  system:  S  U.S.C.  secs.  1302, 
3109,  3301,  3302.  3304,  3306.  3307,  3309.  3313,  3317,  3318.  3319. 
3326,  3349.  4103,  5532,  5533,  5723,  and  Executive  Orders  1057  and 
11103.  42  U.S.C  I975d. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  may  be  used  to  refer  applicants  to  the  various  offices  of 
the  Commission  for  purposes  of  consideration  for  placement  in 
positions  for  which  the  applicants  have  applied  and  are  qualified. 
The  records  are  available  to  personnel  specialists  who  review  the 
applicants'  qualifications  and  consider  them  for  appropriate  agency 
vacancies. 

Records  including  Standard  Forms  85.  86,  87  and  171  are  also 
transmitted  to  the  Civil  Service  Commission  for  investigative  pur¬ 
poses  and  assistance  to  the  Agency  in  selecting  employees. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing, /retaining, 
and  disposing  of  records  in  the  system:  Storage — The  records  are 
maintained  in  file  folders.  Retrievability— In  some  regional  and  divi¬ 
sional  offices,  the  records  are  retrieved  by  name.  In  the  Personnel 
Office,  the  records  are  recorded  by  name  and  grade  in  a  log  book. 
They  can  also  be  retrieved,  however,  by  grade  classification. 
Safeguards— Access  to  these  records  are  restricted  to  those  with 
appropriate  function  within  the  agency.  Retention  and  Disposal — In 
divisional  or  regional  offices,  the  records  are  retained  for  an  in¬ 
definite  period  of  time.  They  are  then  forwarded  to  the  Personnel 
Office  or  discarded.  In  the  Personnel  Office,  every  year  the  appli- 
, cations  are  returned  to  the  applicants  for  update  and  resubmission 
if  applicants  are  still  interested  in  employment  with  the  Commis¬ 
sion. 

System  managcr(s)  and  address: 

Personnel  Officer 
Office  of  Management.  Room  507 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington.  D.C.  20425 
Notification  procedure: 

General  Counsel 

Office  of  General  Counsel,  Room  600 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue.  N.W. 

Washington.  D.C.  20425 

Record  access  procedures:  Address  inquiries  same  as  Notification, 
with  appeals  to  the  Staff  Director. 

Record  source  categories:  Information  submitted  by  applicants 
seeking  employment  with  the  Commission. 

CRC— 003 

System  name:  Complaints 
System  location: 

U.S.  Commission  on  Civil  Rights 


Office  of  Federal  Civil  Rights  Enforcement.  Compbints 
Division.  Office  of  General  Counsel,  and  Regional  Office 
Liaison  Office. 

1121  Vermont  Avenue,  N.W. 

Washington.  D  C.  20425 
RegioMd  Office 

Central  States  Regional  Office,  U.S.C. C.R. 

91 1  Walnut  .Street  » 

Kansas  City,  Missouri  64106 
Mid-Atlantic  Regional  Office,  U.S.C.C.R. 

2120  L  Street.  N  W.  (R(x>m  510)  . 

Washington,  D.C.  20037 

Midwestern  Regional  Office,  U.S.C.C.R. 

2.30  South  Dearborn  Street,  32nd  Floor 
Chicago,  Illinois  60604 

Rocky  Mountain  Regional  Office.  U.S.C.C.R. 

Executive  Tower  Inn 

1405  Curtis  Street,  Suite  1700 

Denver.  Colorado  80202 

Northeastern  Regional  Office,  U..S.C.C.R. 

26  Federal  Plar.a  (Room  1639) 

New  York,  New  York  10007 
.Southern  Regional  Office.  U.S.C.C.R. 

Citizens  Trust  Bank  Building  (Room  .362) 

75  Piedmont  Avenue,  N.E. 

Atlanta.  Georgia  30303 

.Southwestern  Regional  Office,  U.S.C.C.R. 

New  Moore  Building  (Room  249) 

106  Broadway 

San  Antonio.  Texas  78205 

Western  Regional  Office,  U.S.C.C.R. 

312  North  Spring  Street  (Room  1015) 

Los  Angeles,  California  90012 

Categories  of  individuals  covered  by  the  system:  Records  arc  main¬ 
tained  by  the  name  of  the  person  filing  the  complaint  and  by  the 
name  of  the  person  or  organization  the  complaint  is  filed  against. 

Categories  of  records  in  the  system:  The  record  contains  the  com¬ 
plaint  alleging  a  denial  of  equal  protection  based  on  race,  color, 
religion,  national  origin,  or  sex  or  in  the  Administration  of  Justice 
and  the  action  taken  by  the  Commission  on  that  complaint. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  sec. 
l975c(aKl)  and  (5) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  record  is  used  to 
assist  in  resolving  complaints  alleging  denials  of  rights  based  on 
race,  color,  religion,  national  origin,  or  sex  or  in  the  Administration 
of  Justice.  Users  of  the  record  are  the  person  or  persons,  groups, 
corporations  or  governmental  agencies  against  whom  the  complaint 
is  made  and  the  Commissioners  and  Commission  staff  dealing  with 
the  complaint,  as  well  as  Federal  or  State  agencies  to  which  com- 
. plaints  may  be  referred.  (Subject  to  the  requirements  of  42  U.S.C. 
sec.  1975a(e).) 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — Records  are  main¬ 
tained  on  paper.  Retrievability — Records  are  indexed  by  subject 
matter,  name  of  the  complaining  person  or  persons  and  the  name  of 
the  persons,  groups,  corporations  pr  governmental  agencies  against 
whom  the  complaint  is  brought.  Retention  and  Disposal — Records 
are  maintained  in  file  cabinets  during  the  course  of  the  complaint 
investigation  and  for  a  reasonable  period  of  time  afterwards  until 
they  are  retired  to  the  National  Archives. 

System  manager(s)  and  address: 

Director  ' 

Office  of  Management 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W. 

Washington,  D  C.  20425 
Notification  procedure: 

General  Counsel 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W. 

Washington.  D.C.  20425 
'  Record  access  procedures: 

General  Counsel 
Contesting  record  procedures: 

Staff  Director 
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U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue.  N.W. 

Washington,  D  C.  20425 

Record  source  categories:  Complaints  are  received  from  the" 
public,  responses  are  received  from  those  the  complaint  is  filed 
against;  further  information  is  developed  by  Commission  staff  dur¬ 
ing  the  course  of  dealing  with  complaints. 

Exea;.tkiu:  The  reasons  for  possibly  asserting  the  exemptions 
are  to  prevent  subjects  of  investigation  from  frustrating  the  in¬ 
vestigatory  prtKess,  to  prevent  disclosure  of  investigative 
techniques,  to  maintain  the  ability  to  obtain  necessary  information, 
to  fulfill  commitments  made  to  sources  to  protect  their  identities 
and  the  confidentiality  of  information  and  to  avoid  endangering 
these  sources. 

CRC— 004 

System  name:  Commission  projects 

System  location: 

U.S.  Commission  on  Civil  Rights 
1121  Vermont  .Avenue,  N.W. 

Washington,  D  C.  20425 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
public  from  whom  the  Commission  has  sought  information;  in¬ 
dividuals  active  or  interested  in  civil  rights  issues  who  have  infor¬ 
mation  on  project  subject  areas;  public  and  pnvate  individuals  with 
civil  nghts  responsibilities;  and  Congress  persons. 

Categories  of  records  in  the  system:  Reports  from  staff  field  in¬ 
vestigations,  interview  reports;  heanng  files;  transcripts;  letters  to 
and  from  individuals  regarding  civil  rights;  reports  and  publications 
prepared  by  governmental  agencies  and  private  groups  and  in¬ 
dividuals  concerning  civil  rights;  reports  from  Commissioners  re¬ 
garding  civil  rights;  communications  between  the  Commission  and 
other  governmental  agencies  dnd  between  the  Commission  and 
private  groups  and  individuals  generated  in  the  course  of  project  in¬ 
vestigations;  Commission  reports  and  publications. 

Project  files  have  been  compiled  by  the  following  offices;  Office 
of  Staff  Director;  Office  of  General  Counsel;  Office  of  Research. 
Office  of  National  Civil  Rights  Issues,  Women’s  Rights  Program 
Unit;  Office  of  Program  and  Policy  Review;  Office  of  Federal  Civil 
Rights  Evaluation,  Regional  Office  Liaison  Unit. 

Authurity  for  maintenance  of  the  system:  42  U.S.C.  sec.  1975c 

Routine  uses  of  .records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  to 
determine  what  projects  the  Commission  should  initiate;  records 
are  used  as  background  and  supporting  material  for  the  conduct  of 
Commission  projects;  records  are  used  during  Commission 
heanngs;  records  are  used  as  background  and  suppt>rting  material 
in  the  preparation  of  Commission  reports  and  publications.  Primary 
users  of  these  records  are  Commissioners  and  staff  of  the  U.S. 
Commission  on  Civil  Rights  in  the  conduct  of  projects.  The  51 
State  Advisory  Committees  to  the  Commission  make  use  of  project 
records  in  carrying  out  their  advisory  functions.  Records  are  also 
available,  in  part,  to  use  by  the  public  upon  request  under  the 
Freedom  of  Information  Act.  (Subject  to  42  U.S.C.  sec.  I975a(e).) 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  oi  records  in  the  system:  Storage— Material  is  main¬ 
tained  in  the  form  of  typed  paper  copy.  Rethveability — System  is 
indexed  by  project  title,  subject  matter,  and  by  name  of  person  or 
organization.  Retaining — Records  are  kept  in  file  cabinets  during 
the  project  and  for  a  reasonable  time  thereafter,  and  are  retired  to 
the  National  Archives  when  the  records  no  longer  serve  a  continu¬ 
ing  use. 

System  manager(s)  and  address: 

Director 

Office  of  Management 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue.  N.W. 

Washington,  D.C.  20425 

Notification  procedure: 

General  Counsel 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W 
Washington.  D.C.  20425 


Record  access  procedures:  Same  as  above  with  appeal  to  the  Staff 
Director. 

Record  source  categories:  Members  of  the  public.  Commissioners, 
State  Advisory  Committee  members,  and  Commission  staff. 

Exoaptious:  The  reasons  for  possibly  asserting  the  exemptions 
are  to  prevent  subjects  of  investigation  from  frustrating  the  in¬ 
vestigatory  priK'ess.  to  prevent  disclosure  of  investigative 
techniques,  to  maintain  the  ability  to  obtain  necessary  information, 
to  fulfill  commitments  made  to  sources  to  protect  their  identities 
and  the  confidentiality  of  information  and  to  avoid  endangering 
these  sources. 

CRC— 005 

.System  name:  Information  on  Commissioners,  stuff  and  .Stale  Ad¬ 
visory  Committee  members,  past  and  present. 

System  location: 

U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W 
Washington,  D  C.  20425 
Office  of  the  Staff  Director 
lAjblic  Affairs  Office 
Regional  Office  Liaison  Unit 
All  Regional  Offices 

Categories  of  individuals  covered  by  the  system:  Commissioners 
who  are  appointed  by  the  President  and  confirmed  by  members  of 
the  Senate.  .State  Advisory  Committee  members  apptiintcd  by  the 
Commissioners,  and  information  on  past  Commissioners  and  ad¬ 
visory  committee  members.  Limited  information  is  kept  on  former 
employees  in  this  system;  also  limited  information  is  included  on 
potential  .State  Advisory  Committee  members. 

Categories  of  records  in  the  system:  Contains  rosters  of  Commis¬ 
sioners,  State  Advisory  Committee  members  and  staff,  biographical 
information,  and  correspondence  between  the  individual  Commis¬ 
sioners,  Advisory  Committee  members  and  staff.  .Staff  lists  reflect 
jxrsition  and  grade  level 

Authority  for  maintenance  of  the  system:  42  U.S.C.  sec.  1975;  and 
sec  1975d(a)  and  (c) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  (names, 
rosters)  is  maintained  for  distribution  to  the  public,  and  for  mailing 
Commission  materials  and  publications.  Rosters  containing  names 
of  employees,  position  and  grade  level  are  used  to  review  staffing 
patterns,  personnel  practices,  hirings  and  separations.  Biographical 
data  on  advisory  committee  members  is  reviewed  by  the  Commis¬ 
sioners  and  staff  in  selecting,  reappointing  or  rechartering  Stale  Ad¬ 
visory  Committees.  Biographical  data  on  the  Commissioners  is  also 
made  available  to  the  public. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  respoose  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  .Storage — Information  is 
stored  in  file  folders.  Retrievability — Information  is  retrieved  by 
subject  matter,  i  e..  Commissioners,  a  named  State  Advisory  Com¬ 
mittee,  or  staff.  and  then  by  individual  name. 
Safeguards — Information  is  contained  in  unlocked  file  drawers  with 
access  limited  to  staff  who  manage  or  assist  in  activities  relating  to 
the  categories  of  individuals  covered.  Retention  and 
Disposal— Information  is  kept  in  files  during  current  tenure  of 
Commissioners,  Advisory  Committee  members,  and  staff.  Upon 
resignation  or  change  of  membership  files  are  retained  for  2-3  years 
and  then  retired  to  the  National  Archives. 

System  manager(s)  and  address: 

Director 

Office  of  Management 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue.  N.W  .  Room  502A 

Washington.  D.C.  2042S 

For  State  Advisory  Committee  Tiles: 

Director,  Regional  OfTice  Liaison  Unit,  OSD 

U.S.  Commission  on  Civil  Rights 

Regional  Office  Liaison  Unit 

1121  Vermont  Avenue,  N.W.,  Room  500 

Washington,  D.C.  20425 

Director 

Public  Affairs  Unit 
1121  Vermont  Ave.,  N.W. 

Washington,  D.C.  20425 
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Notifkatioa  procedure: 

General  Counsel 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W. 

Washington.  D  C.  20425 

Record  occeis  procedurea:  Same  as  above  for  notification  with  ap¬ 
peals  to  the  Staff  Director. 

Record  source  categories:  Individual  to  whom  tho-record  pertains; 
personnel  office  and  some  members  of  the  general  public. 

CRC— 006 

System  name:  Other  Employee  Programs:  Equal  Employment  Op¬ 
portunity.  Troubled  Employee  and  Upward  Mobility 

System  locathm: 

Office  of  Staff  Director 

Director  of  Equal  Employment  Opportunity 

.  U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue.  N.W. 

Washington.  D.C.  2042S 

Categories  of  Individuals  covered  by  the  system:  Equal  Employ¬ 
ment  Opportunity:  all  employees  of  the  Commission.  Troubled  Em¬ 
ployee  Program:  employees  with  personal  problems  which  detract 
from  job  effectiveness  (alcoholism,  drug  abuse,  mental  stress,  etc.). 
Upward  Mobility:  clerical  employees  who  are  eligible  for  entry  into 
the  program  or  who  are  participating  in  the  program. 

Categories  of  records  in  the  system:  Equal  Employment  Opportu¬ 
nity;  open  and  restricted  investigative  files  pertaining  to  equal  em¬ 
ployment  opportunity  complaints  and  problems.  Troubled  Em¬ 
ployee  Program:  records  are  confidential  and  contain  data  regarding 
employees  enrolled  in  the  program,  what  assistance  or  counselling 
is  received,  and  related  information.  Upward  Mobility:  records  of 
enrollment  in  training  or  educational  programs,  class  progress  and 
grades,  as  well  as  promotions  or  advancements  within  the  Commis¬ 
sion. 

Authority  for  maintenance  of  the  system:  Executive  Order  11478; 
42  U.S.C.  sec.  I975d(a)  and  Federal  Personnel  Regulations,  Chapter 
293,  42  U.S.C.  sec.  2000e 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Equal  Employment  Op¬ 
portunity;  Used  by  Equal  Employment  Opportunity  director,  coun¬ 
sellors,  investigators  and  other  agency  officials  where  appropriate 
to  resolve  discrimination  complaints.  After  disposition  is  made  of 
the  case,  files  are  reviewed  by  the  Office  of  General  Counsel  and 
where  appeals  are  taken,  files  are  reviewed  by  hearing  officers  and 
Civil  Service  Board  of  Appeals  and  Review.  Where  court  actions 
are  filed,  records  are  reviewed  by  the  courts  and  attorneys  for  the 
parties. 

Equal  Employment  Opportunity  records  are  used  to  meet  Civil 
Service  Commission  and  Federal  employment  reporting 'require¬ 
ments. 

Troubled  Employee  Program  files  are  used  by  the  Equal  Employ¬ 
ment  Opportunity  director  and  supervisory  or  management  person¬ 
nel  in  determining  the  prognosis,  need  for  counselling,  or  other  ac¬ 
tion  in  individual  cases. 

Upward  Mobility  files  are  used  to  counsel  employees  and  super¬ 
visors;  to  monitor  the  effectiveness  of  the  program,  the  training 
received,  on-the-job  experience  and  overall  progress  of  the  partici¬ 
pants.  Records  in  the  Equal  Employment  Opportunity  and  Upward 
Mobility  Programs  are  used  to  assist  the  agency  in  developing  its 
Affirmative  Action  program. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  records  in  the  system:  Records  are  maintained  in 
the  Office  of  the  Director.  Equal  Employment  Opportunity  with  ac¬ 
cess  limited  to  the  staff  of  that  office.  Investigative  files  (Equal 
Employment  Opportunity)  are  retained  in  secured  file  cabinets. 
Troubled  Employee  files  are  maintained  in  locked  file  cabinets  and 
are  unavailable  to  agency  staff  (except  the  Equal  Employment  Op¬ 
portunity  Director)  in  their  entirety,  however  extractions  are  made 
as  necessary  for  management  decisions. 

Upward  Mobility  files  are  maintained  in  the  same  office.  The 
Equal  Employment  Opportunity  director  and  the  Federal  Women's 
Program  Coordinator  are  the  primary  users  of  these  records  with 
extracts  made  available  to 'Personnel,  supervisors  or  others  within 
management.  Upon  completion  of  the  program  some  of  this  data 
may  1^  placed  in  the  Official  Personnel  Folder. 


SyttefB  manageris)  and  address: 

Director  of  Equal  Employment  Opportunity 
Office  of  .Staff  Directin’ 

U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Nodfkatkm  procedure: 

General  Counsel 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue.  N.W. 

Washington,  D.C.  20425 

Record  access  procedures:  Same  as  above  with  appeals  to  the 
Staff  Director 

Record  source  categories:  The  employee  in  the  program,  super¬ 
visors,  management  and  co-workers.  Educational  institutions, 
trainers,  medical  officials  and  other  third  parties  dealing  with 
covered  employees. 

Exemptions:  The  reasons  for  asserting  the  exemptions  are  to 
maintain  the  ability  to  obtain  candid  and  necessary  information,  to 
fulfill  commitments  made  to  sources  to  protect  the  confidentiality 
of  information,  to  avoid  endangering  these  sources  and,  primarily, 
to  facilitate  proper  selection  or  continuance  of  the  best  applicants 
or  persons  for  a  given  position. 

CRC— 007 

System  name:  Personnel  Records 

System  location: 

U.S.  Commission  on  Civil  Rights 
Office  of  Management 
Personnel  Division 

1 121.  Vermont  Avenue,  N.W.,  Room  507 

Washington,  D.C.  20425 

Office  of  the  Staff  Director 

Office  of  Management 

Office  of  Information  and  Publications 

Office  of  General  Counsel 

Office  of  Program  and  Policy  Review 

Regional  Office  Liaison  Unit 

Office  of  Research 

Office  of  Federal  Civil  Rights  Evaluation 
Office  of  National  Civil  Rights  Issues 
All  Regional  Offices 

Categories  of  individuals  covered  by  the  system:  Current  Commis¬ 
sion  employees  and  those  formerly  employed  by  the  Commission. 

Categories  of  records  in  the  system:  This  system  consists  of  a 
variety  of  records  relating  to  personnel  actions  and  determinations 
made  about  an  individual  while  employed  at  the  Commission.  These 
records  contain  information  about  an  individual  relating  to  his  birth 
dale;  Social  Security  Number;  veterans  preference;  tenure;  han¬ 
dicap;  past  and  present  salaries,  grades,  and  position  titles;  letters 
of  commendation,  reprimand,  charges,  and  decisions  on  charges; 
notice  of  reduction-in-force;  locator  files;  personnel  actions,  includ¬ 
ing  but  not  limited  to,  appointment,  reassignment,  demotion,  detail, 
promotion,  transfer,  and  separation:  training;  minority  group 
designator;  records  relating  to  life  insurance,  health  benefits,  and 
designation  of  beneficiary;  training;  performance  ratings,  data 
documenting  the  reasons  for  personnel  actions  or  decisions  made 
about  an  individual,  awards;  and  other  information  relating  to  the 
status  of  the  individual. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  sec.  l97.Sd(a); 
and  Federal  Personnel  Regulations,  Chapter  293 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  a  record  may  be  used  by  agency  officials  for 
purposes  of  review  in  connection  with  appointments,  transfers, 
promotions,  reassignments,  adverse  actions,  disciplinary  actions, 
and  determination  of  qualifications  of  an  individual.  Records  are 
used  to  provide  information  to  a  prospective  employer  of  a  Com¬ 
mission  employee  or  former  employee. 

These  records  are  used  in  accordance  with  Civil  Service  Commis¬ 
sion  notices  of  Systems  of  Personnel  Records  including  as  a  data 
source  for  management  information  for  production  of  summary 
descriptive  statistics  and  analytical  studies  in  support  of  the  func¬ 
tion  for  which  the  records  are  collected  and  maintained,  or  for  re¬ 
lated  personnel  management  functions  or  manpower  studies;  may 
also  Im  utilized  to  respond  to  general  requests  for  statistical  infor¬ 
mation  (without  personal  identification  of  individuals)  under  the 
Freedom  of  Information  Act  or  to  locate  specific  individuals  for 
personnel  research  or  other  personnel  management  functions. 
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Disclosure  may  he  made  to  a  congressional  office  fnwn  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres- 
siiMial  office  made  at  the  request  of  that  individual 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — Records  arc  main¬ 
tained  in  file  folders,  in  file  cabinets  with  access  limited  to  those 
perscins  whose  official  duties  require  access.  Personnel  screening  is 
employed  to  prevent  unauthorized  disclosure.  Retention  and 
Disposal — The  Official  Personnel  Folder  <OPF)  is  retained  in¬ 
definitely.  The  OPF  is  sent  to  the  National  Personnel  Records 
Center  within  M)  days  of  the  date  of  the  employee's  separation 
from  the  Federal  service.  Some  records  such  as  letters  of  repri¬ 
mand,  indebtedness,  and  vouchers  are  maintained  for  two  years  or 
destroyed  when  an  individual  resigns,  transfers,  or  is  separated 
from  the  Federal  service 

System  managerts)  and  addrevs: 

Office  of  Management 
Personnel  Officer 

1121  Vermont  Avenue.  N.W..  Rixim  .^07 
Washington.  D  C  20425 
Notification  procedure: 

General  Counsel 

U  S  Commission  on  Civil  Rights 
1121  V'ermont  Avenue.  N  W 
Washington.  D.C.  20425 

Record  access  procedures:  Same  as  above  with  appeals  to  the' 
Staff  Director.  Former  Federal  employees  who  wish  to  contest 
their  records  shiiuld  direct  such  a  request  in  writing  to: 

Director 

Bureau  of  Manpower  Information  .Systems 
U.S.  Civil  Service  Commission 
1900  K  Street.  N.W 
Washington.  D  C  20415 

Record  source  categories:  information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  he/she  supplied,  except  information  provided  by 
agency  officials 

CRC— 008 

System  name:  Resource  and  Consultant 
System  location: 

U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Office  of  Staff  Director,  Room  800 

Women's  Rights  Program  Unit.  Room  503 

Office  of  General  Counsel,  Room  600 

Public  Affairs  Unit.  Room  700  All  Regional  Offices: 

Central  States  Regional  Office.  U.S.C.C.R. 

91 1  Walnut  Street 

Kansas  City.  Missouri  64106 

Mid- Atlantic  Regional  Office.  U.S.C.C.R. 

2120  L  Street,  N.W.,  Room  510 

Washington,  D.C.  20037 

Midwestern  Regional  Office.  U.S.C.C.R. 

230  South  Dearborn  Street,  32nd  Floor 

Chicago,  Illinois  60604 

Rocky  Mountain  Regional  OfTice,  U.S.C.C.R. 

Executive  Tower  Inn 

1405  Curtis  Street,  Suite  1700 

Denver,  Colorado  80202 

Northeastern  Regional  Office,  U.S.C.C.R. 

26  Federal  Plaza,  Room  16.39 
New  York.  New  York  10007 
Southern  Regional  Office.  U.S.C.C.R. 

Citizens  Trust  Bank  Building.  Room  362 
75  Piedmont  Avenue.  N.E. 

Atlanta,  Georgia  30303 

Southwestern  Regional  Office,  U.S.C.C.R 

New  Moore  Building.  Room  249 

106  Broadway 

San  Antonio,  Texas  78205 

Western  Regional  Office.  U.S.C.C.R. 

312  North  Spring  Street.  Room  1015 
Los  Angeles,  California  90012 
Northwestern  Regional  Oflice,  U.S.C.C.R. 

Federal  Building 

915  Second  Avenue,  Room  2852 

Seattle,  Washington  98174 


Categories  of  individuals  covered  by  the  system:  Individuals  with 
expertise  and  experience  in  civil  rights  matters:  consultants,  con¬ 
ference  participants,  appointees  to  Federal  employment,  boards  of 
directors,  state  advisory  committees,  contractors,  and  other  or¬ 
ganizations. 

Categories  of  reconis  in  the  system:  I'his  system  contains 
resumes,  biographical  sketches,  mailing  lists,  rosters,  sone  some 
employment  data  and  interview  reports,  newspaper  clippings, 
magazine  articles,  and  miscellaneous  information  aiwut  individuals. 

Authority  for  maintenancre  of  the  system:  42  U.S.C.  sec.  I97.5d(a)  . 
and  (c).  and  sec.  l97.5c(aM4) 

Routine  uses  of  reeonls  maintained  in  the  system,  including  catego¬ 
ries  ot  users  and  the  purposes  of  such  uses:  Information  is  referred 
to  other  Commission  offices  upi>n  request  for  use  in  recruitment  of 
employees,  for  use  in  obtaining  information  on  person^,  interested 
in  serving  on  advisory  committees,  or  providing  potential  resource 
or  consultant  assistance  to  the  agency.  Data  is  shared  with  non¬ 
agency  requesters  where  individuals  have  consented  or  data  is  of  a 
public  nature  Mailing  lists  and  rosters  are  used  for  correspondence 
between  the  Commissioners,  staff,  advisory  committees  and  mem¬ 
bers  of  the  public;  also  for  dissemination  of  information  where  ap¬ 
propriate  , 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual 
■  Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  syste  • :  Records  are  on  papier  in  file 
folders.  Most  data  are  stored  strictly  by  project  and  subject  title. 
Project  directors  and  division  heads  are  primary  piersonnci  using 
the  system  Women’s  Rights  Program  Unit:  Resumes  are  filed  by 
name  in  the  Unit's  locked  file  cabinets;  access  is  available  to  Unit 
staff  and.  on  occasion,  to  other  Commission  supiervisory  staff  and 
hiring  officials.  Office  of  General  Counsel  and  iHjblic  Affairs  llnit: 
Data  is  stored  in  file  cabinets  with  limited  access  These  records 
are  kept  for  an  indefinite  period  of  time  within  the  agency  and  sub¬ 
sequently  retired  to  the  National  Archives  when  the  project  file  is 
inactive 

System  managerts)  and  address: 

Director 

Office  of  Management 

U.S.  Commission  on  Civil  Rights.  Room  502 A 
1121  Vermont  Avenue.  N.W. 

Washington.  D.C.  20425 

Notification  procedure: 

Office  of  General  Counsel.  Room  600 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington.  D.C.  20425 

Record  access  procedures:  Same  as  above  with  appieal  to  the  Staff 
Director 

Record  source  categories:  Biographical  information  and 
background  information  is  obtained  from  the  individual;  resumes 
and  S.F.  I71's  are  also  obtained  from  the  individual.  Other  informa¬ 
tion  is  obtained  from  newspapiers,  magazines,  and  public  sources. 

•  CRC— 009 

System  name:  State  Advisory  Committee  Project  Files 

System  location: 

Regional  Office  Liaison  Unit 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington.  D.C.  20425  Regional  Offices: 

Central  States  Regional  Office,  U.S.C.C.R. 

91 1  Walnut  Street 

Kansas  City,  Missouri  64106 

Mid-Atlantic  Regional  Office,  U.S.C.C.R. 

2120  L  Street, N.W.,  Room  510 

Washington,  D.C.  20037 

Midwestern  Regional  Office,  U.S.C.C.R. 

230  South  Dearborn  Street,  32nd  Floor 

Chicago.  Illinois  60604 

Rocky  Mountain  Regional  Office,  U.S.C.C.R. 

Executive  Tower  Inn 

1405  Curtis  Street,  Suite  1700 

Denver,  Colorado  80202 

Northeastern  Regional  Office,  U.S.C.C.R. 

26  Federal  Plaza,  Room  1639 
New  York.  New  York  10007 
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Southern  Regional  Office.  U.S.C.C.R. 

Citizens  Trust  Bank  Building,  Room  362 
73  Piedmont  Avenue.  N.E. 

Atlanta,  Georgia  30303 

Southwestern  Regional  Office,  U.S.C.C.R. 

New  Moore  Building,  Room  249 
106  Broadway 
San  Antonio,  Texas  7820S 
Western  Regional  Office,  U.S.C.C.R. 

312  North  Spring  Street,  Room  1013 
Los  Angeles,  California  90012 
Northwettem  Regional  Office,  U.S.C.C.R. 

Federal  Building 

913  Second  Avenue.  Room  2832 

Seattle,  Washington  98174 

Categories  of  Individuals  covered  by  the  system:  Members  of  the 
public  from  whom  staff  or  advisory  committee  members  seek  infor¬ 
mation  in  connection  with  a  project  or  their  advisory  function,  in¬ 
dividuals  active  or  interested  in  civil  rights  issues  in  their  States 
and  local  communities;  public  and  private  individuals  with  civil 
rights  responsibilities. 

Categories  of  records  in  the  system:  Reports  from  staff  field  in¬ 
vestigations;  interview  reports;  informal  hearings  or  open  meetings 
files;  transcripts;  letters  to  and  from  individuals  regarding  civil 
rights,  reports  and  publications  prepared  by  governmental  agencie,; 
and  private  groups  and  individuals  concerning  civil  rights;  reports 
from  State  Advisory  Committee  members  concerning  civil  rights; 
communications  between  the  State  Advisory  Committees  and  State, 
local  and  Federal  governmental  agencies  and  between  the  State  Ad¬ 
visory  Committees  and  private  individuals  and  groups  generated 
during  the  course  of  State  Advisory  Committee  project  investiga¬ 
tions;  Commission  reports  and  investigations.  (Subject  to  the 
requirements  of  42  U.S.C.  sec.  1973a(e).) 

Project  files  by  the  31  State  Advisory  Committees  have  been 
compiled  by  the  Regional  Office  Liaison  Unit  in  Washington.  D.C. 
and  in  the  following  regional  offices: 

Central  States  Regional  Office:  Iowa;  Kansas;  Missouri; 
Nebraska. 

Mid-Atlantic  Regional  Office:  Delaware;  District  of  Columbia, 
Maryland,  Pennsylvania;  Virginia;  West  Virginia. 

Midwestern  Regional  Office:  Illinois;  Indiana;  Michigan,  Min¬ 
nesota;  Ohio:  Wisconsin. 

Rocky  Mountain  Regional  Office:  Colorado;  Montana;  North 
Dakota;  South  Dakota;  Utah;  Wyoming. 

Northeastern  Regional  Office:  Connecticut;  Maine;  Mas¬ 
sachusetts;  New  Hampshire;  New  Jersey;  New  York;  Rhode 
Island;  Vermont. 

Southern  Regional  Office:  Alabama;  Florida;  Georgia;  Kentucky; 
Mississippi;  North  Carolina;  South  Carolina;  Tennessee. 

Southwestern  Regional  Office:  Arkansas;  Louisiana;  Oklahoma; 
Texas;  New  Mexico. 

Western  Regional  Office:  Arizona;  California;  Hawaii;  Nevada. 

Northwestern  Regional  Office:  Alaska;  Idaho;  Oregon;  Washing¬ 
ton. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  sec.  I973d(c) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  ard  used  to 
determine  what  projects  State  Advisory  Committees  should  initiate 
and  as  background  and  spporting  material  for  the  conduct  of  State 
Advisory  Committee  projects;  records  are  used  by  State  Advisory 
Committees  as  background  and  supporting  material  for  the  prepara¬ 
tion  of  State  Advisory  Committee  reports  and  recommendations  to 
the  U.S.  Commission  on  Civil  Rights.  Primary  users  of  these 
records  are  State  Advisory  Committee  members  and  Commission 
staff  assisting  State  Advisory  Committees  in  the  conduct  of  pro¬ 
jects.  State  Advisory  Committee  records  are  available,  in  part,  to 
the  pubUc  upon  request  under  the  Freedom  of  Information  Act. 
(Subject  to  42  U.S.C.  sec.  1973a(e).) 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage— records  are  stored 
on  paper.  Retrievability— records  are  indexed  by  project  title,  sub¬ 
ject  matter  and  within  these  categories  by  name  of  individuals  and 
organization.  Retention— records  are  maintained  by  the  Regional 
Office  Liaison  Unit  in  the  headquarters  office  in  Washington,  D.C. 
and  in  the  regional  offices. 


System  manager(s)  and  address: 

Director 

Regional  Office  Liaison  Unit 
U.S.  Commission  on  Civil  Rights 
112]  Vermont  Avenue,  N.W. 

Washington,  D.C.  20423 

Notificatioa  proceii^,  re: 

General  Counsel 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Ave^e,  N.W. 

Washington,  D.C.  20423 

Record  access  procedures:  Same  as  above  with  appeal  to  the  Staff 
Director. 

Record  source  categories:  Members  of  the  public.  State  Advisory 
Committee  members.  Commissioners  and  Commission  staff. 

Exemptions;  The  reasons  for  possibly  asserting  the  exemptions 
are  to  prevent  subjects  of  investigation  from  frustrating  the  in¬ 
vestigatory  process,  to  prevent  disclosure  of  investigative 
techniques,  to  maintain  the  ability  of  obtain  necessary  information, 
to  fulfill  comitments  made  to  sources  to  protect  their  identities  and 
the  confidentiality  of  information  and  to  avoid  endangering  these 
sources. 

CRC-010 

System  name:  Travel,  payroll,  time  and  attendance  of  Commis¬ 
sioners,  staff,  consultants,  and  State  Advisory  Committee 
members. 

System  location: 

Office  of  Management 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W.,  Room  302 
Washington,  D.C.  20423  All  divisional  offices  All  regional 
offices 

Categories  of  individuals  covered  by  the  system:  Commissioners, 
staff,  consultants,  and  State  Advisory  Committee  members. 

Categories  of  records  in  the  system:  Records  consist  of  manual 
files  containing  payroll  related  information  for  staff  and  con¬ 
sultants.  Payroll  and  time  and  attendance  records  and  information 
includes  many  records  or  information  also  maintained  in  the  Offi¬ 
cial  Personnel  Folder  and  related  files  maintained  in  accordance 
with  Civil  Service  Commission  regulations  and  of  which  notice  has 
been  given  by  the  Civil  Service  Commission  in  its  notice  of  govern¬ 
ment-wide  systems  of  personnel  records.  Payroll  and  related  infor¬ 
mation  consists  of  various  forms  which  discloses  on  a  biweekly, 
year-to-date,  and  in  some  cases,  an  annual  basis,  payroll  and  leave 
data  for  staff  and  consultants  relating  to  rate  and  amount  of  pay, 
leave,  and  hours  worked,  and  leave  balances;  tax  and  retirement 
deductions;  life  insurance  and  health  insurance  deductions;  savings 
allotments,  savings  bond  and  charity  deductions. 

For  all  categories  of  individuals  covered,  records  include  mailing 
addresses  and  home  addresses,  travel  requests  and  travel  vouchers 
where  appropriate,  statements  of  per  diem  and  expense  allowances. 

Official  travel  records  for  the  Commission  are  maintained  by  the 
General  Services  Administration. 

Authority  (or  maintenance  of  the  system:  42  U.S.C.  1973d(a), 
Federal  Personnel  Manual  and  Treasury  Fiscal  Requirements 
Manual. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Relevant  records  in  this 
system  are  referred  to  the  General  Services  Administration  for 
preparation  of  payroll;  to  meet  government  payroll  recordkeeping 
and  reporting  requirements;  and  for  retrieving  and  supplying  payroll 
and  leave  information  as  required  for  agency  needs.  Travel  records 
or  vouchers  may  be  used  for  purposes  of  providing  reimbursemei^ 
to  covered  individuals  for  travel  expenses  and/or  record  ofof  offi¬ 
cial  travel.  Relevant  records  in  this  system  may  be  referred  as  a 
routine  use,  to  the  Department  of  Justice  or  other  appropriate 
Federal  agency  for  investigating  or  prosecuting  any  violation  of  any 
Federal  law  or  requirement  thereunder. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Routine  uses  of  records  maintained  in  this  system  shall  include 
providing  a  copy  of  an  employee’s  Department  of  the  Treasury 
Form  W-2,  Wage  and  Tax  Statement,  to  the  State,  city,  or  other 
local  jurisdiction  which  is  authorized  to  tax  the  employee’s  com¬ 
pensation.  The  record  will  be  provided  in  accordance  with  a 
withholding  agreement  between  the  State,  city,  or  other  local  ju- 
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risdiction  and  the  Department  of  the  Treasury  pursuant  to  5  U.S.C. 
5516.  5517,  or  5520.  or  in  the  absence  thereof,  in  response  to  a 
written  request  fn>m  an  appropriate  official  of  the  taxing  jurisdic¬ 
tion  to  the  Director.  Office  of  Management.  U.S.  Commission  on 
Civil  Rights,  who  will  forward  the  request  to  the  General  Services 
Administration  for  appropriate  action.  The  reuuest  must  include  a 
copy  of  the  i^Ucme  statue  or  ordinance  autnorizing  the  taxation 
of  compensation  and  should  indicate  whether  the  authority  of  the 
jurisdiction  to  tax  the  employee  is  based  on  place  of  residence, 
place  of  employment,  or  both. 

Pursuant  to  a  withholding  agreement  between  a  city  and  the  De¬ 
partment  of  the  Treasury  (5  U.S.C.  5520).  copies  of  executed  city 
tax  withholding  certificates  shall  be  furnished  the  city  in  response 
to  a  written  request  from  an  appropriate  city  official  to  the 
Director.  Office  of  Management.  U  S.  Commission  on  Civil  Rights, 
who  will  forward  the  request  to  the  General  Services  Administra¬ 
tion  for  appropriate  action 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — Maintained  in  in¬ 
dividual  folders  for  each  category  of  individuals  covered.  Retrieva- 
bility — Files  arc  maintained  in  alphabetical  order  by  category  and 


by  name.  Safeguards — Maintained  in  areas  to  which  access  is  con¬ 
trolled  by  or  restricted  to  Commission  management  personnel.  Re¬ 
tention  and  Disposal— In  accordance  with  General  Services  Ad¬ 
ministration  requirements  for  fmancial/payroll/travel  related  records. 

System  managcr(s)  and  address: 

Budget  and  Finance  Officer 
Office  of  Management 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington.  D  C.  20425 

Notifkaticn  procedure: 

Office  of  General  Counsel 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue.  N.W. 

Washington,  D.C.  20425 

Record  access  procedures:  Same  as  above  with  appeal  to  the  Staff 
Director. 

Record  source  categories:  Provided  by  Civil  Rights  Commission 
employees  and  all  categories  of  individuals  covered. 


(FR  Doc.77-27898  Filed  9-22-77;8:45  am) 
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CONSUMER  PRODUCT  SAFETY 
COMMISSION 

PRIVACY  ACT  OF  1974 
Systems  of  Records;  Annual  Publication 

The  purpose  of  this  document  is  to  give  notice,  in  accordance 
with  the  annual  publication  requirements  of  the  Privacy  Act  of  1974 
(S  U.S.C.  5S2a  (e)  (4)).  of  the  existence  and  character  of  the  Com¬ 
mission’s  systems  of  records  established  under  that  Act.  The 
system  of  records  identified  in  the  notice  puUished  at  41  FR  37292 
(^ptember  2,  1976),  as  amended  by  noUces  published  at  41  FR 
SS220  (December  17,  1976)  and  42  FR  9200  February  15.  1977)  con¬ 
tinue  in  effect,  except  that  the  system  of  records  formerly 
designated  CPSC-17,  Upward  Mobility  Program  Training  Records, 
was  eliminated  (for  notice  of  elimination,  see  42  FR  22922,  May  5, 
1977).  In  addition,  a  new  system  of  records,  designated  CPSC-17, 
Commissioned  Officers  Personal  Data  File,  was  established  by  a 
notice  published  at  42  FR  30233  (June  13,  1977). 

Further,  the  following  changes  not  previously  published  in  the 
Federal  Register  have  l^n  made  to  the  Commission’s  systems  of 
records:  (I)  the  titles  of  certain  system  managers  and  the  designa¬ 
tions  and  addresses  of  certain  units  of  the  Commission  have  been 
changed  to  conform  to  the  recent  organizational  changes  within  the 
Commission;  and  (2)  the  notification  procedure  for  systems  of 
records  pertaining  solely  to  Commission  employees  has  been 
clarified  by  designating  a  single  address  to  which  employees  should 
direct  inquiries  regarding  wither  a  system  contains  records  per¬ 
taining  to  him  or  herself. 

Dated:  August  10,  1977. 

Richard  E.  Rapps, 

SecretMry,  Consumer  Product  Safety  Commission. 
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Employee  Biographies— CPSC-5 
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CPSC-1 

System  name:  Accident  Reports  (In-Depth)— CPSC 
Sj^m  location:  Consumer  Product  Safety  Commission,  Division 
of  Epidemiology,  3401  Westbard  Avenue,  Washington,  D.C.  20207 
Categories  of  Individuals  covered  bjr  the  system:  Victims  of  Con¬ 
sumer  product-related  injuries  on  which  specific  epidemiologic  data 
is  needed  in  order  to  analyze  and  correct  product  hazards. 

Categories  of  records  in  the  system:  This  record  contains  demo¬ 
graphic  data  on  an  injured  person,  location  of  accident,  data  on  in¬ 
jury,  product  and  manufacturer  identification,  and  a  narrative 
description  of  the  accident. 

Anthority  for  maintenance  of  the  system:  Consumer  Product 
Safety  Act,  section  S  (15  USC  2054) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  as  a 
compilation  of  statistical  information  on  product-related  injuries  to 
support  CPSC  staff  work  in  analysing  the  incidence  and  severity  of 
pr^uct  related  injuries  and  to  respond  to  Con^ssional  inqukies 
and  requests  for  information  from  private  individuals  and  private 
and  public  organizations. 


Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Records  may  be  provided  to  another  Federal,  State  or  local  agen¬ 
cy  or  authority  engaged  in  activities  relating  to  health,  safety  or 
consumer  protection  in  accordance  with  section  29(e)  of  the  Con¬ 
sumer  Product  Safety  Act,  as  amended  (Pub.  L.  92-573,  as 
amended  by  Pub.  L.  94-284,  IS  U.S.C.  2078(e)). 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  magnetic  data  bank  disk.  The 
original  hard  copy  of  the  investigation  report  is  maintained  by  the 
National  Injury  Information  Clearinghouse,  Bureau  of  Epidemiolo¬ 
gy  in  file  folders. 

Retiievability:  Records  are  retrievable  by  a  coded  number  which 
indicates  the  ^te  of  assignment  of  the  investigation,  the  Commis¬ 
sion  unit  requesting  the  report,  the  product  involved  and  a  sequen¬ 
tial  number  assigned  to  the  investigation. 

Safeguar^:  Confidentiality  of  the  name  of  the  accident  victim 
and  attending  physician  are  guaranteed  by  the  Consumer  Product 
Safety  Act,  section  25(c),  (15  USC  2074(c))  and,  therefore,  names 
do  not  appear  in  the  record  and  are  not  used  for  retrieval. 

Retention  and  disposal:  Records  are  maintained  for  a  period  of  10 
years  subject  to  change  in  Commission  policy.  Dispos^  is  by  nor¬ 
mal  methods. 


System  managcr(s)  and  address: 

Deputy  Associate  Executive  Director,  Epidemiology 
5401  Westbard  Avenue 
Washington,  D.C.  20207 


Systems  exempt^  from  certain  provisions  of  the  act:  This  system 
of  records  is  subject  to  the  specific  exemption  provided  for  in  5 
USC  552a(kX4)  and  is  therefore  exempt  from  subsections  (cK3), 
(dX2)  and  (3),  (eXD,  (eX4XG),*(H)  and  (I)  and  (0  of  section  552a. 
The  data  is  required  to  Im  maintained  by  15  USC  2054  and  is  used 
solely  as  statistical  records. 


CPSC-2 

System  name:  Advisory  Committee  applications— CPSC 

System  location:  Consumer  Product  Safety  Commission,  Office  of 
the  Secretary,  1111  18th  Street,  N.W.,  Washington,  D.C.  20^7 

Categories  of  individuals  mvered  by  the  system:  Individuals  seek¬ 
ing  or  nominated  for  positions  on  Uk  various  Advisory  Commit¬ 
tees. 

Categories  of  records  in  the  system:  This  record  contains  an  in- 
dividum’s  name,  address,  personal  history  and  qualifications. 

Authority  for  maintenance  of  the  system:  15  USC  2077,  2079(a) 
and  2079(b). 

Routine  uses  of  records  maintained  in  the  system,  inclndin|  catego¬ 
ries  of  users  and  the  purposes  of  speh  nses:  The  applications  are 
used  to  select  candidates  for  filling  vacancies  on  advisory  commit¬ 
tees. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  hard  copy. 

RetrievablUty:  Records  are  indexed  alphabetically  by  name  of 
committee  and  then  by  name  of  applicant. 

Safeguards:  Records  are  maintained  in  ffle  cabinets  in  n  secured 
area. 

Retention  and  disposal:  Records  are 'retained  until  new  applica¬ 
tions  are  solicited,  i.e.,  every  12  months. 

System  mana^r(s)  and  address:  Secretary,  Consumer  Product 
Safety  Commission,  Washington,  D.C.  20207 
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NodOcatk*  procedure: 

Consumer  Product  Siifety  Commission 
Office  of  the  Secretary 
nil  I8th  Street.  N.W.  . 

Washintton.  D.C.  20207 

Record  accem  procedarcs:  Same  as  notification. 

Conicsdnt  record  procedures:  Same  as  notification 

Record  sonrcc  categories:  Information  is  provided  by  individuals 
seeking  a  position  on  an  adviso^  committee  or  by  a  person 
nominating  another  for  such  a  position. 

CPSC— 3 

System  name:  Claims— CPSC 

System  locatioo:  Consumer  Product  Safety  Commission,  Division  > 
of  Personnel  Management,  5401  Westbard  Avenue.  Washington, 
D.C.  20207 

Categories  of  indhridnals  covered  by  the  system:  CPSC  employees 
sustaining  property  damage  incident  to  service;  CPSC  employees 
involved  in  situation  where  personal  injury  or  property  damage 
results  from  wrongful  or  negligent  act  of  empfeyee  acting  withm 
scope  of  employment;  claimants  sustaining  injury  or  property 
damage  due  to  CKC  employee  actions. 

Categories  of  records  in  the  system:  This  record  contains  material 
in  the  form  of  accident  reports,  itemized  bills  and  correspondence 
with  outside  activities  such  as  insurors  and  claimants. 

Antbority  for  maintenance  of  the  system:  31  USC  240;  28  USC 
2671. 

Rontine  uses  of  records  matotatned  fas  the  system,  inclndhig  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  (a)  For  litigation  in  a 
Federal  court  when  necessary,  (b)  To  provide  a  chronological  and 
reference  file  for  preparation  of  reports,  (c)  To  provide  necessary 
data  to  adjudicate  or  settle  the  claim. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the' request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  wi^  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qrsicm: 

Storage:  Records  are  maintained  in  hard  copy. 

Retiievabitity:  Records  are  indexed  alphabetically  by  name  of  in¬ 
dividual  claimant. 

Safeguards:  Records  are  maintained  in  combination  lock  metal 
'  ffle  cabinet  in  a  secured  area.  Access  to  such  area  is  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  dlqiosal:  Reewds  are  retained  up  to  six  years  after 
case  is  closed.  Disposal  is  by  normal  procedures. 

System  managerf?)  and  address: 

Director,  Division  of  Personnel  Management 
5401  Westbard  Avenue 
Washington,  D.C.  20207 

Notification  procedure:  Present  and  former  employees: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C.  20207 
Others: 

Consumer  Product  Safety  Commission 
Office  of  the  Secretary 
nil  18th  Street.  N.W. 

Washington,  D.C.  20207 

Record  access  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Record  sonrcc  categories:  Information  is  provided  by  (1)  the  in¬ 
dividual  to  whom  the  record  pertains  (2)  the  agency  and/or  Com¬ 
mission  official  (3)  affidavits  or  statements  from  employee  (4) 
testimony  of  witnesses  (5)  official  document  relating  to  claim  (6) 
correspondence  from  organization  or  persons  involved^. 

CPSC— 4 

System  name:  Consumer  Volunteer  Roster-CPSC 

System  locntioa:  Consumer  Product  Safety  Commission,  Office  of 
the  Secretary,  1111  18th  Street,  N.W.,  Washington.  D.C.  20207 


Categories  ol  indhridnals  covered  by  the  svstem:  Consumers  who  | 
wish  to  volunteer  their  services  in  the  development  of  safety  stan- . 
dards  as  members  of  development  committees.  I 

Categories  ol  records  in  the  svstem:  This  record  contains  con¬ 
sumer’s  name,  address,  and  qualification  for  serving  in  the  Stan¬ 
dards  development  process. 

Antborky  lor  maiatcaance  of  the  system:  Section  7,  Consumer 
Product  Safety  Act  (15  USC  2056) 

Rontlac  naes  of  records  maintained  in  the  mtem,  including  catego¬ 
ries  of  users  and  the  purpoem  of  sach  uses:  Ine  information  is  made 
available  to  organizations  developing  safety  standards  for  consumer 
products  in  order  to  obtain  consumer  participation. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of-  ^ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  hard  copy. 

RetrievabilHy:  Records  are  indexed  by  state  and  name-  of  con¬ 
sumer. 

Safeguards:  Records  are  maintained  in  secure  file  cabinets. 

Retention  and  disposal:  Records  are  retained  until  new  set  of 
volunteer’s  names  are  solicited  by  the  Commission;  e.g.,  each  12 
months. 

System  managerfs)  and  addrem: 

Secretary.  Consumer  Product  Safety  Commission 
nil  18th  Street,  N.W. 

Washington.  D  C.  20207 

Notification  procedure: 

Consumer  Product  Safety  Commission 
Office  of  the  Secretary 
nil  18th  Street.  N.W. 

Washington.  D.C.  20207 

Record  accem  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Record  source  eateries:  Information  is  provided  by  individuals 
on  whom  the  record  is  maintained. 

CPSC-5 

System  name:  Employee  Biographies— CPSC 

System  locatioo: 

Consumer  Product  Safety  Commission 
Office  of  Media  Relations 
nil  18th  Street.  N.W. 

Washington,  D.C.  20207 

Categories  of  Individuals  covered  by  the  system:  CPSC  employees 
who  have  submitted  biographical  information 

Categories  of  records  in  the  system:  This  record  contains  a  brief 
statement  of  information  relating  to  educational  and  professional 
background  and  present  position  and  responsibilities  within  the 
Commission 

Authority  for  maintenance  of  the  system:  Consumer  Product 
Safety  Act  (15  USC  2051-81) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  parpanes  of  such  uses:  This  information  is 
furnished  to  the  public  media  in  connection  with  employee  activi¬ 
ties  and  employee  participation  in  conferences,  meetings  and  other 
functions. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  of  records  may  be  disclosed  to  of¬ 

ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practicca  lor  storing,  retrieving,  accessing,  retaining, 
and  diqwsing  of  records  la  the  systm: 

Storage:  Records  are  maintained  in  hard  copy. 

Retrlevabllity:  Records  are  mdexed  alphabetically  by  name  of 
employee. 
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Safeguards:  Records  are  maintained  in  locked  file  cabinets  in 
secured  areas. 

Retention  and  disposal:  Records  are  maintained  until  employe^' 
terminates  employment  at  agency.  Disposal  is  by  normal  methods. 

System  manager(s)  and  address: 

Director,  Media  Relations 
nil  18th  Street.  N.W. 

Washington,  D.C.  20207 

Notification  procedure: 

Consumer  Product  Safety  Commission 
Associate  Executive  Director,  Administration 
5401  Westbard  Avenue 
Washington.  D.C.  20207 

Record  access  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Rmrd  source  categories:  Information  in  this  record  is  furnished 
by  the  employee  to  wnom  it  pertains. 

CPSC-6 

System  name:  Employee  Career  Development— CPSC 

System  location:  (1)  Division  of  Personnel  Management  (2)  Divi¬ 
sion  of  Training.  Consumer  Product  Safety  Commission.  5401. 
Westbard  Avenue.  Washington,  D.C.  20207 

Categories  of  individuals  covered  by  the  system:  CPSC  employees 
who  have  expressed  interest  in  and  made  appUcation  for  extramural 
training  courses,  and  courses  designed  exclusively  for  internal  use. 

Categories  of  records  in  the  system:  These  records  contain  appli¬ 
cations  for  training  in  government  and  non-government  facilities; 
approvals;  disapprovals;  cancellations  and  deferrals  of  course  of¬ 
ferings;  evaluations  of  course  offerings;  records  on  payment  of 
training  bills;  statistical  reports  on  training  activities;  counseling 
notations  pertaining  to  employees  interested  in  courses. 

Authority  for  maintcnaucc  of  the  system:  Executive  Order  11348; 
use  4103,  4108,  4109,  4110,  4113,  4118. 

Routiuc  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  a  record  may  be  used; 

(a)  To  obtain  enrollment  into  training  course  or  seminar. 

(b)  To  provide  statistical  reports  to  Congress,  agencies,  and  the 
public  on  characteristics  of  the  Federal  work  force. 

(c)  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  requesting  agency’s  decision  on  the  matter. 

(d)  To  request  information  from  a  Federal,  state,  or  local  agency 
maintaining  civQ.  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information  concerning  the  hiring  or  retention  of  an  em¬ 
ployee. 

(e)  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agenev,  whether  Federal,  state,  or  local,  charged 
with  the  responsibility  of  investi^ting  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

(f)  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
pes;  may  also  be  utilized  to  respond  to  general  requests  for  statisti¬ 
cal  information  (without  personal  identification  of  individuals) 
under  the  Freedom  of  Information  Act  or  to  locate  specific  in¬ 
dividuals  for  personnel  research  or  other  personnel  management 
functions. 

(g)  To  provide  data  for  the  automated  Central  Personnel  Data 
File  (CPDF). 

(h)  By  the  Civil  Service  Commission  for  purpose  of  making  a 
decision  when  a  Federal  employee  or  former  F^eral  employee  is 
questioning  the  validity  of  a  specific  document  in  an  individual  file. 

(i)  To  any  agency  of  the  Federal  Government  having  oversi^t  or 
review  authority  with  regard  to  Civil  Service  Commission  activities. 

(j)  To  provide  data  to  update  the  Federal  Automated  Career 
Systems  (FACS). 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
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!  connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  diqiosing  of  records  in  the  system: 

•  Storage:  Records  are  maintained  in  file  folders. 

Rctrlevablllty:  Records  are  indexed  by  names. 

Safeguards:  Records  are  located  in  metal  file  cabinets  in  secured 
rooms  with  access  limited  to  those  whose  official  duties  require  ac¬ 
cess. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 
Disposal  IS  by  normal  procedures. 

System  maaager(s)  and  address: 

1)  Director,  Division  of  Personnel  Management, 

2)  Director,  Division  of  Training 
Consumer  Product  Safety  Commission 
Washington.  D.C.  20207 

Notification  procedure:  Associate  Executive  Director,  Administra¬ 
tion,  Consumer  Product  Safety  Commission,  5401  Westbard 
Avenue,  Washington,  D.C.  20207. 

Record  access  procedures:  Same  as  notification. 

Contesting  record  proccdurcsi  Same  as  notification. 

Record  source  categories:  Information  in  this  system  of  records  ^ 
comes  from  the  individual  to  whom  it  applies  or  is  derived  from, 
information  he/she  supplied,  except  information  provided  by  agen¬ 
cy  officiils. 

CPSC-7 

System  name:  Employee  Discrimination  Complaint  and  Investiga¬ 
tion  File-CPSC 

System  location:  Consumer  Product  Safety  Commission  Office  of 
Equal  Employment  Opportunity  and  Minority  Enterprise 
(OEEOME)  5^1  Westbard  Avenue.  Washington,  D.C.  20207 

Categories  of  individuals  covered  by  the  system:  Commission  em¬ 
ployees  who  have  filed  complaints  of  discrimination  based  on  race, 
color,  religion,  sex,  national  origin  or  age. 

Categories  of  records  in  the  system:  This  record  contains  informa¬ 
tion  pertaininK  to  the  complainant,  the  person  against  whom  the 
complaint  is  filed  and  others  having  a  relationship  to  the  complaint. 

Authority  for  maintenance  of  the  system:  FPM  Part  713 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  a  record  may  be  used  for:  (1)  review  by  the  as¬ 
signed  EEO  Investigator  (2)  review  by  the  Director,  OEEOME  (3) 
review  by  FWP,  the  coordinator  for  EEO  complaints  (4)  referral  to 
Office  of  General  Counsel  for  legal  analysis  and  action. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  hard  copy. 

Retrlevability:  Records  are  indexed  by  name. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  in 
,  secured  areas. 

Retention  and  disposal:  Records  are  retained  indefinitely. 
Disposal  is  by  normal  procedures. 

System  manager(s)  and  addrm: 

Director,  OEEOME 
5401  Westbard  Avenue 
Washington,  D.C.  20207 

Notification  procedure: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C.  20207 

Record  access  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Record  source  categories:  Information  in  this  file  is  furnished  by 
supervisors,  co-workers  and  others  who  are  involved  in  the  com- 
plunt  or  have  information  pertaining  thereto. 
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CPSC-* 

SyitcBi  name:  Employee  Executive  Development  Program 
Records— CPSC 

System  location:  Consumer  Product  Safety  Commission,  Division 
of  Personnel  Management,  5401  Westbard  Avenue,  Washington, 

D  C.  20207 

Categories  of  individuals  covered  by  the  system:  Commission  em¬ 
ployees  in  grade  GS-13  and  above. 

Categories  of  records  in  the  system:  These  records  contain  infor¬ 
mation  relating  to  the  education  training;  employment  history  and 
earnings;  appraisals  of  1st  and  2nd  line  supervisors;  honors,  awards 
or  fellowships;  military  service;  birthplace,  birthdate,  social  securi¬ 
ty  number;  boro?  address;  of  applicants  for  the  various  executive 
development  programs  which  are  offered  on  an  open  Commission 
competitive  basis.  Also,  records  contain  panel  evaluations  and 
selection  rating  information  on  successful  and  unsuccessful 
nominees;  correspondence  to  training  facilities  and  employees  per¬ 
taining  to  the  various  executive  devdopmental  programs;  statistical 
compilation  reports  submitted  to  0MB  and  CSC  covering  reporting 
requirements  on  CPSC  employees. 

Authority  for  Budatenaiicc  of  the  syatem:  Executive  Order  11348, 

5  use  4103,  4104,  4108,  4109,  4110,  4113,  4118. 

Routine  uses  of  records  maintained  in  the  syatem,  including  catego¬ 
ries  of  usefs  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  a  record  may  be  used: 

(a)  To  facilitate  career  development  of  employees 

(b)  To  provide  statistical  reports  to  Congress,  agencies,  and  the 
public  on  characteristics  of  the  Federal  worh  force. 

(c)  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  whh  the  hiring  or  retention  of 
an  employee,  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  requesting  agency's  decision  on  the  matter. 

(c)  To  request  information  from  a  Federal,  state,  or  local  agency 
maintaining  civil,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information  concernmg  the  hiring  or  retention  of  an  em¬ 
ployee. 

(d)  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  state,  or  local,  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rules, 
regulation,  or  order  issued  pursuant  thereto. 

(e)  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies;  may  also  be  utilized  to  respond  to  general  requests  for  statisti¬ 
cal  information  (without  personal  identification  of  individuals) 
under  the  Freedom  of  Information  Act  or  to  locate  specific  in¬ 
dividuals  for  personnel  research  or  other  personnel  management 
functions. 

(f)  To  provide  data  for  the  automated  Central  Personnel  Data  file 
(CPDF). 

(g)  By  the  Civil  Service  Commission  for  purpose  of  making  a 
decision  when  a  Federal  employee  or  former  Federal  employee  is 
questioning  the  validity  of  a  specific  document  in  an  individual  file. 

(h)  To  any  agency  of  the  Federal  Government  having  oversight 
or  review  authority  with  regard  to  Civil  Service  Commission  activi¬ 
ties. 

(i)  To  provide  data  to  update  the  Federal  Automated  Career 
Systems  (FACS). 

(j)  To  provide  data  to  the  Executive  Inventory  Files. 

Disclosure  may  be  made  to  a  congressional  office  from  the 

record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintamed  in  file  folders. 

Retrievabilhy:  Records  are  indexed  by  combination  of  names  or 
subject  matter. 

Safegnards:  Records  are  located  in  metal  file  cabinets  in  secured 
rooms  with  access  limited  to  those  whose  official  duties  require  ac¬ 
cess. 


Retention  and  disposal:  Records  -are  maintained  indefinitely. 
Disposal  is  by  normal  procedures. 

System  managcr(s)  and  address: 

Director,  Division  of  Personnel  Management 
Consumer  Product  Safety  Commission 
Washington,  D.C.  20207 
Notification  procedure: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C.  20207 
Record  access  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Record  source  cat^ories:  Information  in  this  system  of  records  is 
provided  by  the  individual  to  whom  it  applies  or  is  derived  from  in¬ 
formation  be/she  supplied,  except  information  provided  by  agency 
officials. 

CPSC— 9 

System  name:  Employee  Financial  Interest  Statements— CPSC 
System  location:  Consumer  Product  Safety  Commission,  Division 
of  Personnel  Management,  5401  Westbard  Avenue,  Washington, 
D.C.  20207 

Categories  of  individuals  covered  by  the  system:  Current  CPSC 
employees  whose  duties  and  responsibilities  require  the  incumbent 
to  exercise  judgment  in  making  Government  decisions  or  in  taking 
Government  action  in  regard  to  (1)  contracting  or  procurement,  (2) 
administering  or  monitoring  grants,  (3)  standards  development,  (4) 
rulemaking,  (5)  compliance  activities  or  (6)  other  activities  where 
the  decision  or  action  has  an  economic  impact  on  the  interest  of 
any  non-Federal  enterprise. 

Categories  of  records  in  the  system:  These  records  contain  a  list  of 
all  corporations,  companies,  firms,  or  other  business  enterprises, 
partnerships,  nonprofit  organizations,  and  educational  or  other  in¬ 
stitutions;  (a)  with  which  CPSC  employees,  their  spouse,  minor 
child(ren)  or  other  member  of  their  immediate  household  who  is  of 
blood  relation  has  a  continuing  financial  interest,  through  a  pension 
or  retirement  plan,  shared  income,  or  other  arrangement  as  a  result 
of  any  current  or  prior  employment  or  business  or  professional  as¬ 
sociation;  or  (c)  in  which  the  employees,  their  spouse,  minor 
child(ren)  or  other  member  of  their  immediate  household  who  is  of 
blood  relation  has  any  financial  interest  through  the  ownership  of 
stock,  stock  options,  bonds,  securities,  or  other  arrangements  in¬ 
cluding  trusts. 

These  records  also  contain  a  list  of  the  employees  creditors, 
other  than  those  to  whom  he  may  be  indebted  by  reason  of  a 
mortgage  on  property  which  he  occupies  as  a  personal  residence  or 
to  whom  he  may  be  indebted  for  current  and  ordinary  household 
and  living  expenses  and  a  list  of  the  employees’  interest  in  real  pro¬ 
perty  or  rights  in  lands,  other  than  property  which  he  occupies  as  a 
personal  residence. 

Authority  for  maintenance  of  the  system:  Executive  Order  11222. 
Routine  uses  of  records  maintained  in  the  system,  iiKludiiig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
as  indicated  bel5w: 

(1)  To  assist  the  Chairman  or  designee  in  determining  if  an  em¬ 
ployee  (a)  has  direct  or  indirect  financial  interests  that  conflict  sub¬ 
stantially,  with  his  or  her  responsibilities  and  duties  as  a  Federal 
employee  or  (b)  engages  in,  directly  or  indirectly,  financial  transac¬ 
tions  as  a  result  of,  or  primarily  relying  upon,  information  obtained 
through  his  or  her  employmeqj. 

(2)  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency  whether  Federal,  state,  or  local  charged 
with  the  responsibility  of  investigating  or  implementing  the  statute 
or  rule,  regulation  or  order  issued  pursuant  thereto. 

(3)  To  provide  information  or  disclose  to  a  Federal  agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  or  other  benefit  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency's  decision  on  that 
matter. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this -system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  tte  Commis¬ 
sion  under  agreement  with  GSA. 
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PoUdcfl  ud  practkts  for  ■torlng,  rctrkviag,  •cccwing,  rcUlnfaig, 
and  ditpoaiag  of  records  la  the  system: 

Storage:  These  records  are  maintained  in  fOe  folders. 

Rctricvabillty:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  they  are  maintained. 

Safeguards:  Records  are  located  in  a  combination  lock  GSA  ap¬ 
proved  Security  Container.  Access  to  and  use  of  these  records  are 
limited  to  those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  maintained  for  five 
years  following  employees’  separation  from  the  CPSC.  Disposal  by 
normal  procedures. 

System  managcr(s)  and  address: 

Director,  Division  of  Personnel  Management 
Consumer  Product  Safety  Commission 
Washington,  D.C.  20207 

Notification  procedure: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D  C.  20207 

Record  access  procedures:  Same  as  notification. 

Contesting  record  procednres:  Same  as  notification. 

Record  source  categories:  The  information  contained  in  these 
records  is  provided  by  the  individual  to  whbm  the  record  pertains 
or  is  provided  by  other  persons  authorized  by  the  individual  to 
whom  the  record  pertains  to  provide  such  information. 

CPSC-10 

System  name:  Employee  Merit  Promotion  Program— CPSC 

System  location:  Consumer  Product  Safety  Commission,  Division 
of  Personnel  Management,  5401  Westbard  Avenue,  Washington, 
D  C.  20207 

Categories  of  Individuals  covered  by  the  system:  Applicants,  cur¬ 
rent  and  former  employees. 

Categories  of  records  In  the  system:  This  system  of  records  con¬ 
tains  information  or  documents  relating  to  promotions  subject  to 
the  merit  promotion  plad.  The  records  consist  of  employment  appli¬ 
cations  and  performance  appraisals,  rating  sheets  and  material 
placed  into  the  records  to  sup^rt  the  rating. 

Authority  for  maintenance  of  the  system:  FPM  Chapter  335 

Routine  uses  of  records  maintained  la  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

(1)  To  respond  to  requests  from  employees  regarding  the  status 
of  the  merit  promotion  case. 

(2)  To  provide  information  to  the  Office  of  Equal  Employment 
Opportunity  when  an  individual  files  a  discrimination  complaint. 

(3)  To  respond  to  a  court  subpoena  and/or  refer  to  a  district 
court  in  connection  with  a  civil  suit. 

(4)  To  adjudicate  an  appeal,  complaint,  or  grievance. 

(5)  To  effectuate  promotion  of  employees  concerned. 

Disclosure  may  m  made  to  a  congressional  office  from  the 

record  ol  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  folders. 

RetrlevabiUty:  These  records  are  indexed  by  the  names  of  the  m- 
dividuals  on  whom  they  are  maintained  and  by  Merit  Promotion 
case  numbers. 

Saf^ards:  Records  are  located  in  a  metal  file  cabinet  and  access 
is  limited  to  those  persons  whose  official  duties  required  such  ac¬ 
cess. 

Retention  and  disposak  The  records  are  maintained  up  to  two 
years  after  a  selection  has  been  made. 

System  managerfs)  and  address: 

Director,  Division  of  Personnel  Management 
Consumer  Product  Safety  Commission 
Washington,  D.C.  20207 

NodBcatloa  procedure: 

Associate  Executive  Director,  Administration 


Consumer  Product  Safety  Commission 

5401  Westbard  Avenue 

Washington,  D.C.  20207 

Record  access  procedures:  Same  as  notification. 

Record  source  categories:  Information  in  this  record  is  provided 
by: 

(1)  Individual  to  whom  the  record  pertains, 

(2)  Agency  and/or  Commission  officials, 

(3)  Affidavits  or  statements  from  employee, 

(4)  Official  documents  relating  to  appeal,  grievance,  or  complaint 

(5)  Correspondence  from  specific  organization  or  persons. 

CPSC-11 

System  name:  Employee  Motor  Vehicle  Operators  and  Accident  Re¬ 
port  Records-jCPSC 

System  location:  Consumer  Product  Safety  Commission  Office  of 
Management  Services,  5401  Westbard  Avenue,  Washington,  D.C. 
20207 

Categories  of  ladividoals  covered  by  tbc  system:  Employees  of  the 
Commission  who  (1)  hold  Government  motor  vehicle  operator’s 
permit  and  who  regularly  operate  vehicles  (2)  are  involved  in  au¬ 
tomobile  accidents. 

Categories  of  records  in  the  system:  This  record  contains  data  on 
employees  issued  a  Government  motor  vehicle  operator’s  permit 
and  reports,  correspondence  and  fiscal  documents  concerning  em¬ 
ployees  involved  in  automobile  accidents. 

Authority  for  maintenance  of  the  system:  Consumer  Product 
Safety  Act  (15  USC  2051-2081)  and  28  USC  Chap.  171. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  aye  used 
as  indicated  below: 

(1)  To  identify  those  CPSC  employees  authorized  to  operate 
Government-owned  or  Government-leased  vehicles. 

(2)  For  litigation  in  a  Federal  court  when  necess^. 

(3)  To  refer,  where  there  is  an  indication  of  a  violation  or  poten¬ 
tial  violation  of  law,  whether  civil,  criminal,  or  regulatory  in  nature, 
to  the  appropriate  agency,  whether  Federal,  State,  or  local  charged 
with  the  responsibility  of  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation,  or  order  issued  pursuant  thereto. 

(4)  To  request  information  from  a  Federal,  state,  or  local  agency 
maintaining  civfl,  criminal,  or  other  relevant  information  to  an 
agency  decision  concerning  the  hiring  or  retention  of  an  employee, 
the  issuance  of  a  security  clearance,  or  the  issuance  of  a  Ucense, 
grant,  or  other  benefit. 

(5)  To  provide  information  or  disclose  to  a  Federal  Agency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  or  issuance  of  a  license,  grant,  or  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  requesting  agency’s  decision  on  that  matter. 

Disclosure  may  be,  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  tbc  system: 

Storage:  Records  are  maintained  in  bard  copy. 

Rctrievability:  Records  are  indexed  by  card  number. 

Safeguards:  Records  are  maintained  in  a  secured  area. 

Retention  and  disposal:  Records  on  driver’s  permits  are  retained 
for  one  year  after  employee  is  terminated.  Records  on  automobile 
accidents  are  retained  for  two  years  after  accident.  Disposal  is  by 
normal  procedures. 

System  managerfs)  and  address: 

Director,  Office  of  Management  Services 
5401  Westbard  Avenue 
Washington,  D.C.  20207 

Notffleathm  procedure: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C.  20207 
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PRIVACY  ACT  ISSUANCES 


Record  access  procedores:  Same  as  notification. 

Contesdne  record  procedarcs:  Same  as  notification. 

Record  soarce  categories:  The  information  in  this  record  is 
furnished  by  the  employee.  Information  on  accidents  is  furnished 
by  the  employee  and  witnesses  to  the  accident. 

CPSC-i2 

System  name:  Employee  Outside  Activity  Notice— CPSC 

System  locadoa:  Consumer  Product  Safety  Commission,  Division 
of  Personnel  Management.  3401  Westbard  Avenue,  Washington, 
D  C.  20207 

Categories  of  IndiTidaab  covered  by  the  system:  Commission  em¬ 
ployees  carrying  on  outside  activities  such  as  consultative  services, 
practice  of  law,  teaching,  etc. 

Categories  of  records  la  the  svstem:  This  system  of  records  con¬ 
tains  information  concerning  the  employee's  position,  nature  of 
outside  activity,  relation  of  official  duties  to  activity,  and  method 
of  compensation  for  outside  activity. 

Antboiity  for  mafaitenaace  of  the  system:  Executive  Order  11222. 

Roatine  nses  of  records  maintained  in  the  system,  inclndia^  catego¬ 
ries  of  users  and  the  pnrpoaes  of  such  nses:  Information  m  these 
records  is  used  by  the  Executive  Director  in  making  a  determina¬ 
tion  as  to  whether  an  employee's  outside  activity  constitutes  a  real 
or  apparent  conflict  of  interest. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  record!  in  the  qrstem: 

Storage:  Records  are  maintained  on  hard  copy. 

Retrievability:  Records  are  indexed  by  employee  name. 

Saiegnards:  Records  are  maintained  in  locked  file  cabinets  in  a 
secured  area. 

Retention  and  disposal:  Records  are  maintained  until  employee 
terminates  with  agency.  Disposal  is  by  normal  procedures. 

System  managerfs)  and  address:  Director,  Division  of  Personnel 
Management,  5401  Westbard  Avenue,  Washington,  D.C.  20207 

NotWIration  procedure: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C.  20207 

Record  access  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Record  source  categories:  The  information  in  this  record  is 
furnished  by  the  employee  to  whom  it  pertains. 

CPSC-13 

System  name:  Employee  PayroD,  Leave  and  Travel  Records— CPSC 

System  location:  Consumer  Product  Safety  Commission,  Division 
of  Comptroller.  5401  Westbard  Avenue,  Washington,  D.C.  20207 

Categories  of  individuals  covered  by  the  system:  All  employees  of 
CPSC  and  non-government  personnel  acting  on  official  CPSC  busi¬ 
ness  in  connection  with  their  pay,  leave,  and  travel. 

Cat^orics  of  records  in  the  sjrstem:  These  records  contain  per¬ 
sonal  mformation,  such  as  Social  Security  number,  name,  wages 
paid,  deductions,  etc.,  and  normal  accounting  information  such  as 
Social  Security  number,  name,  amount  paid,  budget  allocation 
codes,  etc. 

Authority  for  maintenance  of  the  system:  Budget  and  Accounting 
Procedures  Act  of  1950  (31  USC  1151) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  by  tte  Comptroller  Division  for  verification  of 
payroll  data,  for  reconciliation  of  associated  General  Ledger  Ac¬ 
counts.  and  for  general  support  of  accounting  records. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  indUvidual. 


A  record  from  this  system  of  records  may  be  disclosed  to  of- 
fken  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Routine  uses  of  records  maintained  in  this  system  shall  include 
providing  a  copy  of  an  employee's  Department  df  the  Treasury 
Form  W-2,  Wage  and  Tax  Statement,  to  the  State,  city,  or  other 
local  jurisdiction  which  is  authorized  to  tax  the  employee's  com¬ 
pensation.  The  record  will  be  provided  in  accordance  with  a 
withholding  agreement  between  the  State,  city,  or  other  local  ju¬ 
risdiction  and  the  Department  of  the  Treasury  pursuant  to  5  U.S.C 
5316,  5517  or  5520. 

Policies  and  practices  (or  storiug,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  system: 

Storage:  Records  are  maintained  on  magnetic  tape,  punch  card 
and  in  hard  copy. 

Retrievability:  Records  are  indexed  by  name  and  social  security 
number. 

Safeguards:  Records  are  maintained  in  a  secured  area  in  locked 
file  cabinets,  with  access  limited  to  employees  of  Finance  Division 
with  bona  fide  need  for  the  records. 

Retention  and  dbposal:  Records  are  maintained  for  two  full  years 
after  the  end  of  fiscal  year  and  then,  with  approval  of  GAO,  for¬ 
warded  to  a  Federal  Records  Center  or  destroyed  by  normal 
procedures. 

System  manager(s)  and  address: 

Consumer  Product  Safety  Commission 
Division  of  Comptroller 
5401  Westbard  Avenue 
Washington,  D.C.  20207 

Notification  procedure: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C.  20207 

Record  access  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Record  source  categories:  Information  in  these  records  is 
furnished  by  the  employee  to  whom  the  records  pertains  or  com¬ 
piled  by  the  relevant  agency  or  organizations  from  existing  records. 

CPSC-14 

System  name:  Employee  Personal  Data  File — CPSC 

System  location:  The  records  are  maintained  in  the  Headquarters 
Unit  or  Area  Office  to  which  the  employee  is  assigned. 

Categories  of  individuaU  covered  by  the  system:  Current  CPSC 
employees  and  those  employed  by  CPSC  during  the  past  2  years. 

Categories  of  records  In  the  si^m:  This  record  contains  payroll 
and  personnel  information  including  employee  number,  organization 
code,  type  of  appointment,  tenure  (tour  of  duty),  social  security 
number,  date  qf  birth,  veterans  preference,  education,  security 
clearance,  sex,  home  phone  number,  present  salary  (annual),  grade, 
step  (in  grade),  series,  subseries,  en^  on  duty,  service  computa¬ 
tion  date,  benefits  presently  deducted  from  paycheck,  date  last 
promotion,  date  of  last  periodic  step  increase.  FLSA,  Building  (or 
area  office)  room  numlwr.  employment  phone  number,  employee 
name. 

Authority  (or  maintenance  of  the  system:  FPM,  Chapter  292 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  ot  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  a  record  may  be  used: 

(1)  By  agency  officials  for  puiiMses  of  review  in  connection  with 
appointments,  transfers,  promotions,  reassignments,  adverse  ac¬ 
tions,  disciplinary  actions,  and  determination  of  qualifications  of  an 
individual. 

(2)  To  provide  statistical  reports  to  Congress,  agencies,  and  the 
public  on  characteristics  of  the  Federal  work  force. 

(3)  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 
of  the  function  for  which  the  records  are  collected  and  maintained, 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies;  may  also  be  utilized  to  respond  to  general  requests  for  statisti¬ 
cal  information  (without  personal  identification  of  individuals) 
under  the  Freedom  of  Informatioo  Act  or  to  locate  specific  in¬ 
dividuals  for  personnel  research  or  other  personnel  management 
functions. 
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(4)  To  provide  infonnition  or  disclose  to  a  Federal  atency,  in 
response  to  its  request,  in  connection  with  the  hiring  or  retention  of 
an  employee,  or  other  benefit  by  the  requesting  agency,  to  the  ex¬ 
tent  that  the  information  is  relevant  and  necessary  to  the  requesting 
agency's  decision  on  the  matter. 

(5)  To  request  information  from  a  Federal,  state,  or  local  agency 
maintaining  civil,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information  if  necessary  to  obtain  information  relevant  to 
an  agency  decision  concerning  the  hiring  or  retention  of  an  em¬ 
ployee,  the  issuance  of  a  security  clearance,  or  the  issuance  of  a 
license,  grant  or  other  benefit. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administratioo  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  rdtaining, 
and  disposing  of  records  in  the  qrstem: 

Storage:  Records  are  maintained  in  ffle  folders,  magnetic  tape, 
and  punched  cards. 

RctrleTabUlty:  Records  are  indexed  by  any  combination  of  name, 
birth  date,  social  security  number,  or  identification  number. 

Saiegnards;  Records  are  located  in  lockable  metal  file  cabinets  or 
in  met^  file  cabinets  in  secured  rooms  with  access  limited  to  those 
whose  official  duties  require  access. 

Retention  and  dlsyssalt  The  Personal  Data  Files  are  retained  in¬ 
definitely.  Disposal  IS  by  normal  procedures. 

System  managerfs)  and  address: 

Director  of  the  Headquarters  Unit  or  Area  Office  maintaining 
the  record. 

Nstificatien  pnxndnre:  Contact  the  system  manager  or  Division 
of  Personnel  Management,  S401  Westbard  Avenue,  Washington, 
D.C.  20207. 

Roeord  access  procedures:  Same  as  notification. 

Contesting  record  procednres:  Same  as  notification. 

Record  source  categories:  Information  in  this  system  of  records 
comes  either  from  the  individuals  to  whom  it  applies  or  is  derived 
from  his/her  official  personnel  folder. 

CPSC-15 

System  name:  Employee  Relations  Files— CPSC 

Sy^m  location:  Consumer  Product  Safety  Commission,  Division 
of  Personnel  Management,  S401  Westbard  Avenue,  Washington, 
D.C.  20207. 

Categories  of  individuals  covered  by  the  mtem:  Current  and 
former  employees  of  the  Consumer  Product  Safety  Commission. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  i^ormation  or  documents  relating  to:  (1)  disciplinary  actions, 
complaints,  grievances,  potential  adverse  actions,  and  proposals, 
decisions,  or  determinations  made  by  management  relative  to  the 
foregoing;  retirement  records. 

The  records  consist  of  the  notices  to  the  individuals,  records  of 
resolutions  of  complaints,  materials  placed  into  the  record  to  sup¬ 
port  the  decision  or  determination,  affidavits  or  statements. 

Authority  for  maintenance  of  the  system:  5  USC  1302,  3301,  4308, 
5115,  5338,  7151,  7301,  7701,  8347,  Executive  Orders  9830,  10987, 
1 1222,  11478,  11491. 

Routine  uses  of  records  maintained  in  the  nstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Tnese  records  and  infor¬ 
mation  in  the  records  may  be  used:  (1)  To  respond  to  a  request 
from  a  Member  of  Congress  regarding  the  status  of  an  appeal,  com- 
l^aint  or  grievance.  (2)  To  provide  information  to  the  public  on  the 
decision  of  an  appeiJ,  complaint,  or  grievance  required  by  the 
Freedom  of  Information  Act.  (3)  To  respond  to  a  court  subpoena 
and/or  refer  to  a  district  court  in  connection  with  a  civil  suit.  (4)  To 
adjudicate  or  resolve  an  appeal,  complaint,  or  grievance.  (5)  As  a 
data  source  for  management  information  for  production  of  summa¬ 
ry  descriptive  statistics  and  analytical  studies  in  support  of  the 
function  for  which  the  records  are  collected  and  maintained,  or  for 
related  personnel  management  functions  or  mai^iower  studies;  may 
also  be  utilized  to  respond  to  general  requests  for  statistical  infor¬ 
mation  (without  personal  identification  of  individuals)  under  the 
Freedom  of  Information  Act  or  to  locate  specific  individuals  for 
personnel  research  or  other  personnel  management  functions.  (6) 
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To  refer,  where  there  is  an  indication  of  a  violation  or  potential 
vk^tion  of  law,  whether  civil,  crhninal,  or  regulatory  in  nature,  to 
the  iqipropriate  agmy,  whether  federal,  state,  or  local,  charged 
with  the  responsibOity  o4  investigating  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementiu  the  statute,  rule,  r^nla- 
tion  or  order  issued  pursuant  thereto.  (7)  To  request  information 
from  a  federal,  state  or  local  agency  'maintaining  Civil,  criminal,  or 
other  relevant  enforcement  or  other  pertinent  i^ormation,  such  as 
licenses,  if  necessary  to  obtain  relevant  information  to  an  agency 
decision  concerning  the  hiring  or  retention  of  an  employee,  the  is¬ 
suance  of  a  security  clearance,  or  the  issuance  of  a  license,  grant, 
or  other  benefit.  (8)  To  provide  information  or  disclose  to  a  Federal 
agency,  in  response  to  its  request,  in  connection  with  the  hiring  or 
retention  of  an  employee,  or  issuance  of  a  license,  grant  or  ot^ 
benefit  by  the  request^  agency  to  the  extent  that  the  infoiwtion 
is  relevant  and  necessary  to  t^  requesting  agency’s  decision  of 
that  matter. 

Disclosure  may  be  made  to  a  congressional  office  from'  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  lor  storing,  retrieving,  acccssteg,  rctainiag, 
and  liitpoeing  at  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  folders. 

Retricvabllity:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  they  are  maintained. 

Safeguards:  Records  are  located  in  a  combination  lock  metal  file 
cabinet  and  access  is  limited  to  those  persons  whose  official  duties 
required  such  access. 

Retention  and  disposal:  The  records  are  maintained  up  to  two 
years  after  an  employee  has  left  the  Consumer  Product  Safety 
Commission.  Disposal  is  by  normal  procedures. 

System  managrr(s)  and  addrem: 

Director.  Division  of  Personnel  Mai^ement 
Consumer  Product  Safety  Commission 
Washington,  D.C.  20207 

Notification  proc^nre: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C.  20207 

Record  aceem  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Record  source  categories:  Information  in  these  records  is 
furnished  by:  (1)  Individual  to  whom  the  record  pertains  (2)  Agency 
and/  or  Commission  officials  (3)  Affidavits  or  statements  from  em¬ 
ployee  (4)  Testimonies  of  witnesses  (5)  Official  documents  relating 
to  app^,  gmvance,  or  complaints  (6)  Correspondence  from 
specific  organization  or  persons. 

CPSC-M 

System  name:  Employee  Upward  Mobility  Counseling  Files— CPSC 

Systm  location:  Office  of  Equal  Employment  Opportunity  and 
Minority  Enterprise.  5401  Westbard  Avenue,  'Washington,  D.C. 
20207 

Category  of  individuals  covered  by  the  system:  All  persons  par¬ 
ticipating  in  the  Upward  Mobility  Program. 

Categories  of  records  far  the  system:  This  record  contains  informa¬ 
tion  regarding  the  counseling  of  employees  to  assist  them  in 
enhancing  their  career  in  the  Federal  system;  contains  personal 
data  on  employees  seeking  advancement. 

Authority  for  maintenance  of  the  system:  FPM  Chapter  713 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  nsers  and  the  pnnoaes  of  such  uses:  Monnation  m  these 
records  in  review  by  the  Upward  Mobility  Counselor  and  Director, 
OEEOME,  in  counseling  and  placing  employees. 

Disclosure  may  be  made^  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis-  . 
sion  under  agreement  with  GSA. 
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PoUcks  uid  practice*  for  *1011111,  retrieving,  acce**iag,  retaining, 
and  dbpodng  of  record*  in  tke  syitcm: 

Storage:  Records  are  maintained  in  hard  copy. 

RetrievaMlity:  Records  are  indexed  by  name. 

Salegnards:  Records  are  maintained  in  locked  files  in  a  secured 
area. 

Retention  and  diq>o*al:  Records  are  retained  until  employee 
reaches  goal.  Disposal  is  by  normal  procedures. 

System  manager(s)  and  address:  EEO  Specialist,  Office  of  Equal 
Employment  Opportunity,  5401  Westbard  Avenue,  Washington, 
D.C.  20207. 

Notification  procedarc: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C. 

Record  access  procedarc*:  Same  as  notification. 

Contestiag  record  procedarc*:  Same  as  notification. . 

Record  soarcc  categories:  Information  in  this  record  is  furnished 
by  the  employee  to  whom  it  pertains. 

CPSC-17 

System  name:  Commissioned  Officers  Personal  Data  File— CPSC. 

System  location:  A  complete « record  on  every  commissioned  of-  < 
ficer  is  maintained  m  the  office  of  the  Associate  Executive  Director 
for  Field  Operations,  Consumer  Product  Safety  Commission,  5401 
Westbard  Avenue,  Washington,  D.C.  20207.  Records  concerning  . 
the  commissioned  officer's  activities  and  p^ormaoce  are  main-  ! 
tained  by  the  CPSC  Area  Office  to  which  the  individual  is  assigned.  ' 

Categories  of  Indhrldnals  covered  by  the  system:  State  employees 
commissioned  as  officers  of  CPSC. 

Categories  of  records  In  the  system:  The  system  contains  docu¬ 
ments  related  to  the  commissioning  of  the  in^vidual  and  personal 
data  including  name,  social  security  number,  date  of  birth,  educa¬ 
tional  background,  employment  history,  security  clearance  informa¬ 
tion,  medical  information,  fingerprints,  home  address  and  phone 
number,  duty  station,  service  computation  date  and  benefits  infor¬ 
mation. 

Aathority  for  maintenance  of  the  system:  Section  29(aK2),  Con¬ 
sumer  Product  Safety  Act  (15  U.S.C.  2078(aK2));  E.O.  10450,  sec¬ 
tions  8(c),  9(a).  9(b);  E.O.  10561. 

Rontinc  uses  of  records  mafaitalncd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (1)  By  agency  officials 
for  purposes  of  review  in  connection  with  appointments,  reassign¬ 
ments,  and  determination  of  qualifications  for  reappointment  of  an 
individual. 

(2)  To  provide  statistical  reports  to  Congress,  agencies  and  the 
pubtk  on  characteristics  of  the  Commissioned  officer  program. 

(3)  As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in  support 

of  the  function  for  which  the  records  are  collected  and  maintained,  1 
or  for  related  personnel  management  functions  or  manpower  stu¬ 
dies;  may  also  be  utilized  to  respond  to  general  requests  for  statisti¬ 
cal  information  (without  personal  identification  of  individuals)  , 
under  the  Freedom  of  Information  Act  or.  to  locate  specific  in-  ^ 
dividuals  for  personnel  research  or  other  personal  management 
functions. 

(4)  To  provide  information  or  disclose  to  a  Federal  or  state  agen¬ 
cy,  in  response  to  its  request,  in  connection  with  the  hiring  or  re¬ 
tention  of  of  an  employee,  or  other  benefit  by  the  requesting  agen¬ 
cy.  to  the  extent  that  the  information  is  relevant  and  necessary  to 
tte  requesting  agency’s  decision  on  the  matter. 

(5)  To  request  information  from  a  Federal,  state,  or  local  agency 
maintaining  civil,  criminal,  or  other  relevant  enforcement  or  other 
pertinent  information,  if  necessary,  to  obtain  information  relevant 
to  an  agency  decision  concerning  the  hiring  or  retention  of  an  em¬ 
ployee,  the  issuance  of  a  license,  grant,  or  other  benefit. 

(6)  Disclosure  to  a  congressionri  office  in  response  to  an  inquiry 
from  the  congressional  office  made  at  the  request  of  the  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  sad  strocedores  for  storing,  retrieving,  accessing,  retaiaiag,  and 
disporiag  of  records  ia  the  system: 


Storage:  Records  are  maintained  in  file  folders. 

Rctrlcvability:  Records  are  indexed  by  name. 

Safeguards:  Records  are  located  in  lockable  metal  file  cabinets 
or  metal  file  cabinets  in  secured  rooms  with  access  limited  to  those 
whose  official  duties  require  access. 

Retention  and  disposal:  The  records  are  maintained  and  disposed 
of  in  accordance  with  Commission  records  management  policies 
and  procedures. 

System  managers)  and  address:  State  Programs  Coordinator,  Of¬ 
fice  of  the  Associate  Executive  Director  for  Field  Operations.  5401 
Westbard  Avenue,  Washington,  D.C.  20207. 

Nofificathm  procedure:  Contact  the  system  manager  or  the 
director  of  the  Area  Office  to  which  the  individual  is  assigned. 

Record  access  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Record  source  categories:  Information  in  these  records  comes 
either  from  the  individual  to  whom  it  pertains  or  from  agency  offi¬ 
cials,  CPSC  supervisors,  or  state  officials. 

CPSC-18 

System  name:  Job  Applicant  Files— CPSC 

System  location:  These  records  are  maintained  in  the  offices  and 
bureaus  as  indicated  in  the  Appendix  I. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
employment  who  have  forwarded  resumes  or  Standard  Form  17) 's 
to  the  Commission. 

Categories  of  records  ia  the  system:  These  records  contain  per¬ 
sonal  data  and  job  history  in  the  form  of  a  resume,  or  Standard 
Form  171. 

Categories  of  records  in  the  system:  FPM  Chapters  333  and  713. 

Rontinc  uses  of  records  maintained  la  the  system,  including  catego¬ 
ries  of  users  and  the  parposes  of  such  uses:  Iidormation  in  these  files 
is  reviewed  as  vacancies  occur  for  the  purpose  of  jdacement. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  in<)i^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  hard  copy. 

Retrievabilhy:  Records  are  indexed  alphabetically  by  name  of  ap¬ 
plicant  within  general  job  categories. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Records  are  maintained  up  to  two  years 
and  disposal  is  by  normal  procedures. 

Systm  managcr(s)  and  address:  Director  of  Office  or  bureau 
maintains  the  record. 

Notification  procedure:  Present  and  former  employees: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C.  20207 
Other: 

Office  of  the  Secretary 

Consumer  Product  Safety  Commission 

nil  18th  Street.  N.W. 

Washington,  D.C.  20207 

Record  access  procedures:  Same  as  notification. 

Contesting  record  procedures:  Same  as  notification. 

Record  source  categories:  Information  in  this  record  is  furnished 
by  the  person  to  whom  it  pertains. 

CPSC- 19 

System  name:  Labor  Management  Relations  Files— CPSC 

System  location:  Consumer  Product  Safety  Commission,  Division 
of  Personnel  Management,  5401  Westbard  Avenue,  Washington, 
D.C.  20207. 

Categories  of  individuals  covered  by  the  system:  CPSC  employees 
involv^  in  union  activity,  whether  in  the  capacity  of  an  officer  or 
a  rank  and  file  employee  utilizing  the  grievance  machinery. 
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Cateforkt  of  record*  1b  the  system:  These  records  contain  data 
relating  to  (1)  employees  involved  in  the  maintenance  of  the  labor- 
management  program  or  (2)  employees  presenting  grievances  under 
the  collective  bargaining  agreement. 

Authority  lor  maintenance  of  the  system:  Executive  Order  11491. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Material  in  these  records 
are  used  primarily  for  reference  except  in  the  case  of  grievances, 
where  information  may  be  essential  to  prepare  for  a  heanng. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  the  Commis¬ 
sion  under  agreement  with  GSA. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  In  the  qrstem: 

Storage:  These  records  are  maintained  in  file  folders. 

Retiievabillty:  These  records  are  indexed  by  the  names  of  the  in¬ 
dividuals  on  whom  they  are  maintained. 

Safeguards:  Records  are  located  in  a  combination  lock  metal  file 
cabinet  and  access  it  limited  to  those  persons  whose  official  duties 
required  such  access. 

Retention  and  disposal:  The  records  are  maintained  up  to  two 
years  after  an  employee  has  left  the  Consumer  Product  Safety 
Commission. 

System  manager(s)  and  address: 

Director,  Division  of  Personnel  Management 
Consumer  Product  Safety  Commission 
Washington,  D.C.  20207 

NotWeation  procedure: 

Associate  Executive  Director,  Administration 
Consumer  Product  Safety  Commission 
5401  Westbard  Avenue 
Washington,  D.C.  20207 

Record  access  procednres:  Same  as  notification. 

Contesdng  record  procedures:  Same  as  notification. 

Record  source  categories:  Information  in  this  record  is  furnished 
by: 

(1)  Individual  to  whom  the  record  pertains 

(2)  Agency  and/or  Commission  official 

(3)  Affidavits  or  statements  from  employee 

(4)  Testimonies  of  witnesses 

(5)  Official  document  relating  to  ghevaiKe 

(6)  Correspondence  from  specific  organization  or  persons 


APPENDIX  I 


The  following  units  of  the  Consumer  Product  Safety  Commission 
maintain  job  applicant  files  as  indiccted  by  the  Notice  of  System  of 
Records  ^signated  CPSC— 18. 

Office  of  Equal  Employment  Opportunity  and  Minority 
Enterprise 


5401  Westbard  Avenue 
Washington,  D.C.  20207 
Division  of  Personnel  Management 
5401  Westbard  Avenue 
Washington,  D.C.  20207 
Office  of  the  General  Counsel 
nil  18th  Street,  N.W. 

Washington,  D.C.  20207 
Office  of  Strategic  Planning 
5401  Westbard  Avenue 
Washington,  D  C.  20207 
Office  of  Program  Management 
5401  Westbard  Avenue 
Washington,  D.C.  20207 
Division  of  Health  Sciences 
5401  Westbard  Avenue 
Washington,  D.C.  20207 
Division  of  Economics 
5401  Westbard  Avenue 
Washington,  D.C.  20207 
Office  of  CommuniQttions 
5401  Westbard  Avenue 
Washington,  D.C.  20207 
Area  Offices: 

Atlanta  Area  Office 

1330  West  Peachtree  Street,  N.W. 

Atlanta,  Geon^  30309 

Boston  Area  Office 

100  Summer  Street,  16th  FI.  Rm.  1607 

Boston,  Mass.  02110 

Chicago  Area  Office 

230  S.  Dearborn  Street.  Room  2945 

Chicago.  Illinois  60604 

Geveland  Area  Office 

Plaza  Nine  Building.  Room  520 

55  Erie  View  Plaza 

Geveland,  Ohio  44114 

Dallas  Area  Office 

Room  410C,  500  South  Ervay 

Dallas,  Texas  75201 

Denver  Area  Office 

Suite  938,  Guarranty  Bank  Bldg. 

817  17th  Street 

Denver,  Colorado  %202 

Kansas  City  Area  Office 

Suite  1500,  Traders  National  Bank  Bldg. 

1125  Grand  Avenue 

Kansas  City.  Missouri  64206 

Minneapolis  Area  Office 

Room  650  Federal  Bldg. 

Fort  Snelling 

Twin  Cities.  Minnesota  55111 
New  York  Area  Office 
6  World  Trade  Center 
Vesey  Street,  6th  Floor 
New  York.  N.Y.  10048 
Philadelphia  Area  Office 
lOth  Floor,  400  Maihet  Street 
Philadelphia,  Pa.  19106 
San  Francisco  Area  Office 
Suite  500, 100  Pine  Street 
San  Francisco,  Calif.  94111 
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PRIVACY  ACT  ISSUANCES 


FEDERAL  DEPOSIT  INSURANCE 
CORPORATION 
[26887] 

PRIVACY  ACT  OF  1974  >  | 

Systems  of  Records;  Annual  Publication 

Pursuant  to  the  requirements  of  the  Privacy  Act  of  1974.  5 
U.S.C.  552a(eX4),  88  Sut.  18%.  1899-1900,  the  Federal  Deposit  In¬ 
surance  Corporation  ("FDIC")  published,  on  October  6.  19/3.  final 
notice  of  thirteen  systems  of  records  maintained  by  the  FDIC  (40  , 
FR  46288).  On  December  3,  1973,  the  FDIC  published  notice  of  one 
additional  system  of  records,  thereby  increasing  its  total  number  of 
systems  to  fourteen  (40  FR  56479). 

Since  that  time,  the  FDIC  has  discovered  various  needed  changes 
in  its  systems  of  records.  Therefore,  on  April  12.  1977,  notice  was 
publish^  in  the  Federal  Register  (42  FR  19209)  by  the  FDIC 
proposing  to  adopt  two  new  systems  of  records,  to  withdraw  one 
existing  system  ot  records,  to  adopt  new  routine  uses  for  existing 
systems  of  records,  and  to  revise  the  format  of  some  existing 
systems  of  records.  Interested  parties  were  given  the  opportunity  to 
submit,  not  later  than  May  12,  1977,  data,  views,  and  recommenda-  I 
tions  regarding  the  proposed  notices.  No  unfavorable  comments  , 
were  received. 

The  FDlC’s  changes  and  amendments  are  numerous  and,  there¬ 
fore,  to  avoid  a  piecemeal  approach  that  may  be  confusing  to  the  i 
public,  the  FDIC  is  republishing  its  entire  systems  of  records,  j 
Although  no  substantive  changes  have  occurr^l  to  many  of  the  j 
systems,  the  format  and  wording  have  been  revised  in  many  in-  ’ 
stances.  These  changes  are  intended  to  clarify  and  more  accurately 
reflect  the  information  pertaining  to  the  various  systems. 

Besides  structural  changes  to  the  existing  systems,  the  FDIC  has 
found  that  one  system,  the  “Employee  Confidential  Statements  of 
Employment  and  Financial  Interests,*’  is  encompassed  by  the  Civil 
Service  Commission's  published  notice  of  Us  systems  of  records 
(See  41  FR  42138).  In  order  to  avoid  duplication  and  the  resulting 
confusion  to  the  public,  this  system  is,  therefore,  being  withdrawn 
from  the  FDIC's  published  notice  of  systems  of  records. 

The  FDIC  also  is  publishing  two  new  systems  of  records.  The 
first  new  system  is  the  “Medi^  Records  and  Emergency  Contact 
Information  System.”  This  system  was  inadvertently  overiooluxl  ' 
when  the  FDIC  originally  published  its  systems  of  records.  The 
system  contains  information  compiled  in  the  course  of  an  FDIC 
employee's  visit  to  the  nurse's  station  of  the  Health  Unit  for  medi¬ 
cal  aid.  The  information  contained  in  this  system  is  accessed  only 
by  the  nurse  and  her  substitute,  and  is  maintained  in  order  to  aid 
the  nurse  in  prescribing  medical  treatment. 

The  second  system  is  titled  the  “Municipal  Securities  Principals 
and  Representatives  System."  For  many  years  participants  in  the 
offer  a^  sale  of  municipal  securities  were  exempted  from  regula¬ 
tion  under  the  securities  laws.  In  1973,  Congress  changed  this  with 
the  addition  of  a  new  Section  13B  of  the  S^urities  Exchange  Act 
of  1934  (13  U.S.C.  786-4).  The  amendments  established  a  Municipal 
Securities  Rulemaking  Board  (“MSRB”),  and  vested  it  with 
authority  to  promulgate  rules  for  the  municipal  securities  industry. 
However,  the  MSRB  does  not  have  authority  to  enforce  its  rules. 
This  authority  is  distributed  among  several  agencies,  and  the  FDIC 
is  responsible  for  enforcing  compliance  by  insured  State-chartered 
banks  that  are  not  members  of  the  Federal  Reserve  System,  and 
any  subsidiaries,  departments  or  divisions  thereof,  which  are  mu¬ 
nicipal  securities  dealers.  13  U.S.C.  78r.  Under  the  amendments  to 
the  Securities  Exchange  Act,  the  MSRB  is  directed  to  promulgate 
rules  regarding  persons  associated  with  munkipal  securities  dealers 
as  either  municipal  securities  principals  or  representatives.  Pursuant 
to  this  directive,  the  MSRB  requires  each  municipal  securities 
dealer  to  obtain  certain  background  information  on  the  individuals 
who  are  currently,  or  are  seeking  to  be,  associated  with  the  dealer. 
The  FDIC  proposes  to  require  each  dealer,  which  is  under  FDIC 
supervision,  to  file  with  the  FDIC  a  form  explaining  the 
background  information  for  each  person  associated  with  the  dealer 
as  a  municipal  securities  principal  or  representative.  The 
“Municipal  Securities  Principals  and  Representatives  System"  will 
be  the  result  of  the  data  collection.  In  addition  to  using  this  system 
for  its  own  enforcement,  the  FDIC,  along  with  the  Comptro^r  of 
the  Currency  and  the  Board  of  (jovemors  for  the  Federal  Reserve 

'  This  document  was  published  on  August  31.  1977  (42  FR  4394*).  It  is  being  republished  at 
this  time,  along  with  the  Privacy  Act  Rules  and  Regulations  of  the  Federal  Depoait  Insurance 
Corporation,  as  part  of  the  1977  Privacy  Act  Compilation.  , 


System  for  their  respectively  supervised  dealers,  would  forward  the 
information  to  tte  National  Association  of  Securities  Dealers 
(“NASD")  for  computer  processiiw,-  The  NASD  cumntly  main¬ 
tains  data  on  personnel  in  the  securities  industry,  and  it  is  expected 
that  portions  of  disciplinary  and  qualification  data  supplied  by  the 
bank  regulatory  agencies  w^  be  interfaced  with  the  existing  NASD 
securities  personnel  data  bank.  Under  this  arrangement,  the  FDIC 
would  have  access  to  disciplinary,  qualification  and  employment  in¬ 
formation  on  individuals  who  have  moved  between  banking  institu¬ 
tions  or  Iwtween  banking  institutions  and  general  securities  firms  or 
nonbank  municipal  securities  dealers.  Access  to  such  information 
would  assist  the  FDIC  in  determining  if  a  person  is  qualified  to  act 
as  a  municipal  securities  principsd  or  representative.  The  FDIC  also 
would  provide  a  municipal  securities  dealer,  for  which  the  FDIC  is 
the  appropriate  regulatory  agency,  with  any  disqualifying  informa¬ 
tion  contained  in  the  system  about  a  person  seeking  to  be  as¬ 
sociated  with  the  dealer  as  a  principal  or  representative. 

In  addition  to  these  new  systems,  there  are  two  new  routine  uses 
for  information  contained  in  certain  of  the  existing  FDIC  systems 
of  records.  The  first  of  these  will  allow  disclosure  to  the  Civil  Ser¬ 
vice  Conunission  of  personnel  related  records  necessary  to  fulfill 
its  program  management  responsibilities.  In  order  to  permit  this  dis¬ 
closure,  it  is  necessary  for  the  Corporation  to  amend  the  routine 
use  of  each  of  its  personnel  related  systems  to  provide  for  trans¬ 
mission  to  the  Commission  of  personnel  information  necessary  for 
its  govemmentwide  studies  of  personnel  management.  The  second 
new  use  will  allow  disclosure  to  a  Cong^ssionaJ  office  in  response 
to  any  ii^uiry  from  that  office  regarding  the  individual  initiating 
that  inquiry.  This  routine  use  is  in  order  to  assure  that  the  Corpora¬ 
tion's  notices  do  not  have  the  effect  of  denying  individuals  the 
benefit  of  Congressional  assistance  which  they  may  request.  It  will 
be  permitted  only  where  the  individual  has  initiate  the  inquiry  in 
question. 

A  few  technical  corrections  have  been  made  to  the  Systems  of 
records  as  proposed  on  April  12,  1977.  These  proposed  systems, 
with  the  corrections,  are  adopted  as  set  forth  below  and  are  effec¬ 
tive  August  31,  1977. 

By  Order  of  the  Board  of  Directors,  June  27,  1977. 

Alan  R.  Miller, 

[seal]  Executive  Secretary. 
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30-64—0001 

System  name:  Attorney— Legal  Intern  Applicant  System— FDIC. 

System  locatkm:  Office  of  the  General  Counsel,  FDIC,  550  17th 
Street,  NW.,  Washington,  D.C.  20429. 

Categories  of  individiials  covered  by  the  system:  Applicants  for  the 
position  of  attorney  or  legal  intern  with  the  General  Counsel's  of¬ 
fice  of  the  FDIC. 
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Catcforin  o(  raooitli  in  the  lyitan:  Contains  correspondence 
from  the  applicants  and  individuals  whose  names  were  provided  by 
the  applicants  as  references,  applicants*  resumes,  appUcation 
forms,  and,  in  some  instances,  comments  of  individuals  who  inter¬ 
viewed  applicants. 

Antbortty  for  malntmancr  of  the  nrstcm:  Sec.  9  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  1819). 

Roudnc  uaa  of  records  maintained  in  the  system,  including  catefo- 
rics  of  users  and  the  purpoaes  of  such  naes:  Disclosure  of  informa¬ 
tion  may  be  made:  (1)  in  requesting  information  of  individuals  or 
concerns  whose  names  were  supplied  by  the  applicant  as  references 
and/or  past  or  present  employers;  (2)  to  the  (Jivil  Service  Commis¬ 
sion  concerning  pay,  benefits,  retirement  deductions,  and  other  in¬ 
formation  necessary  for  the  Commission  to  carry  out  its  govern¬ 
ment-wide  personnel  management  functions;  (3)  to  a  Congressional 
office  from  the  record  of  an  individual  in  response  to  an  ii^uiry 
from  the  Congressional  office  made  at  the  request  of  the  individual. 

Poltda  aud  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retricvabillty:  Indexed  by  name. 

Safeguards:  Maintained  in  locked  metal  file  cabinets. 

Retention  and  disposal:  Records  of  unsuccessful  applicants  are 
retained  two  years  after  their  submission;  records  of  successful  ap¬ 
plicants  are  retained  four  years  after  the  successful  applicant  leaves 
the  employ  of  FDIC. 

System  managerls)  and  address:  General  Counsel,  Legal  Division, 
FDIC,  550  17th  Street,  NW.,  Washington,  D  C.  20429. 

Notificadon  procedure:  Executive  Secretary,  Records  Unit, 
FDIC,  550  17th  Street,  NW  ,  Washington,  D.C.  20429. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  The  information  is  obtained  from  the 
applicants,  references  supplied  by  the  applicants,  current  and/or 
former  employers  of  the  applicants,  and  FDIC  employees  who  in¬ 
terviewed  the  applicants. 

Systems  exempted  from  certain  provisioas  of  the  act:  Pursuant  to 
section  310.13(b)  of  the  FDIC’s  Rules  and  Regulations,  inves^ato- 
ry  material  compiled  solely  for  the  purpose  of  determining  suitabili¬ 
ty,  eligibility,  or  qualifications  for  Corporation  employment  may  be 
withheld  from  disclosure  to  the  extent  that  disclosure  of  such 
material  would  reveal  the  identity  of  a  source  who  furnished  infor¬ 
mation  to  the  Corporation  under  a  promise  of  confidentiality. 

30—64—0002 

System  name:  Bank  and  Proposed  Bank  Irregularity  Record 
System— FDIC. 

System  location:  Operations  Branch,  Division  of  Bank  Supervi¬ 
sion,  FDIC,  550  17th  Street,  NW.,  Washington,  D  C.  20429. 

Categories  of  individuals  covered  by  the  system:  Directors,  officers 
and  employees  of  FDIC  insured  banks  who  have  been  involved  in 
reported  irregularities.  Directors  and  officers  of  noninsured  banks 
arid  organizers  of  proposed  banks  which  have  applied  for  Federal 
deposit  insurance  and  who  have  been  involved  in  reported  irregu¬ 
larities.  Qistomers  of  FDIC  insured  banks,  and  other  individuds, 
who  have  been  involved  in  reported  irregularities  at  such  banks.  In 
addition,  the  system  may  contain  information  on  individuals  who 
have  been  the  subject  of  background  checks  designed  to  uncover 
irregularities  bearing  on  these  individuals’  fitness  to  be  directors, 
officers,  or  employees  of  the  banks  or  to  control  its  management. 
These  individuals  may  include  the  foUowing:  directors,  officers  and 
employees  of  FDIC  insured  banks;  directors  and  officers  of  unin- 
sur^  banks  and  organizers  of  proposed  banks  which  have  applied 
for  Federal  deposit  insurance;  and  controlling  shareholders  of 
banks  endeavoring  to  gain  control  over  FDIC  insured  banks. 

Categories  of  records  in  the  system:  Contains  interagency  cor¬ 
respondence,  intra-agency  memoranda  and  reports  of  investigation. 
May  contain  newspaper  clippings.  May  contain  Federal  or  State 
criminal  law  enforcement  agency  investigatory  and/or  arrest  and 
conviction  reports. 

Authoiite  for  maintenance  of  the  system:  Secs.  5,  6,  9,  18  and  19 
of  the  Federal  Deposit  Insurance  Act  (12  U.S.C.  1815,  1816,  1819, 
1828,  1829). 

Routine  uses  of  records  maintained  in  the  system,  including  cate^ 
rtes  of  users  and  the  purposes  of  such  uses:  (I)  In  the  event  that  m- 
formation  contained  in  t^s  system  indicates  a  violation  or  potential 


violation  of  law,  whether  civil,  criminal  or  regubtory  in  nature,  and 
whether  arising  by  general  statute  or  particulv  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  may  be  referred  to  the  appropriate  agency,  whether  Federal 
or  State,  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  charg^  with  forcing  or  implemnt- 
mg  the  statute,  or  rule,  regujation  or  order  issued  pursuant  thereto; 
(2)  In  the  event  of  liti^tion,  the  appropriate  records  may  be 
presented  to  the  appropriate  court,  magistrate,  or  administrative 
tribunal  as  evidence,  or  to  counsel  for  the  presentation  of  evidence 
and/or  in  the  course  of  discovery;  (3)  Disclosure  may  be  made  to  a 
Congressional  office  from  the  record  of  an  individual  in  response  to 
an  inquiry  from  the  Congressional  office  made  at  the  request  of  the 
individual;  (4)  Disclosure  may  be  made  to  the  bank  affected  by  a 
discovered  irregularity. 

Polida  and  practices  for  storing,  retiievhig,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  file  cards  and  in  file  folders. 

Retri^ability:  Indexed  by  name. 

Safeguards:  Indexed  cards  and  file  folders  are  maintained  in 
lockable  metal  cabinets. 

Retention  and  disposal:  Permanent  retention  with  periodic  review 
of  contents  of  record  and  destruction,  by  shredder,  of  excess  or 
outdated  information. 

System  manager(s)  and  address:  Director,  Division  of  Bank  Su¬ 
pervision,  FDIC,  550  17th  Street,  NW.,  Washington,  D.C.  20429. 

Notification  procedure:  Executive  Secretary,  Records  Unit, 
FDIC,  550  17th  Street,  NW.,  Washington,  D.C.  20429.  Inquiries 
must  provide  the  full  name  of  the  inquirer.  All  inquiries  must  in¬ 
clude  a  notarized  statement  attesting  to  the  identity  of  the  inquirer. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  FDIC  insured  banks  and  applicants  for 
F»leral  deiwsit  insuraiKe;  Federal  and  Stale  banking  supervisory 
authorities;  Newspapers;  Federal  and  State  criminal  bw  enforce¬ 
ment  and  prosecutor^  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to 
section  310.13(a)  of  the  FDIC’s  Rules  and  Regulations,  investigato¬ 
ry  material  compiled  for  law  enforcement  puri>oses,  concerning  ir¬ 
regularities  involving  officers,  directors,  employees,  customers,  or 
other  individuals  at  FDIC  insured  banks;  dimtors  and  officers  of 
noninsured  banks;  or  organizers  of  proposed  banks  which  have  ap¬ 
plied  for  Federal  deposit  insurance,  is  exempted  from  the  account¬ 
ing  provisions  of  section  310.10(dX2)  of  the  FDIC’s  Rules  and 
Regulations  and  may  be  withheld  from  disclosure  to  the  extent  that 
such  disclosure  may  interfere  with  the  investigation  aitd  preparation 
of  any  civil,  criminal,  or  administrative  law  enforcement 
proceedings.  Federal  criminal  law  enforcement  investigatory  reports 
maintained  as  part  of  this  system  may  be  the  subject  of  exemptions 
imposed  by  the  originating  agency  pursuant  to  5  U.S.C.  552a(jX2). 

30—64—0003 

System  name:  Board  of  Directors’  Actions  System — FDIC. 

System  location:  Office  of  the  Executive  Secretariat,  FDIC,  550 
17th  Street,  NW.,  Washington,  D.C.  20429. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  bMn  subject  to  administrative  actions  by  the  FDIC  Board  of 
Directors. 

Categories  of  records  in  the  system:  Contains  minutes  of  the  FDIC 
Board  of  Directors’  meetings,  intra-agency  memoranda,  orders  of 
the  Board  of  Directors,  and  correspondence  with  the  subject  in-- 
dividual. 

Authority  for  maintenance  of  the  system:  Sec.  2,  8,  and  19  of  the 
Federal  Deposit  Insurance  Act  of  (12  U.S.C.  1812,  1818,  1829);  Sec. 
506  of  the  Federal  Records  Act  of  1950  (44  U.S.C.  3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  rach  uses:  Disclosure  may  be  made 
to  a  Congressional  office  from  the  record  of  an  individual  in 
response  to  an  inquiry  from  the  Congressional  ofHce  made  at  the 
request  of  the  individual. 

Policies  and  practices  for  storing,  retrievkag,  accessing,  retainfaig, 
and  disposing  of  records  in  the  system: 

Storage:  Cbrd  file  index  and  minute  ledger. 

Retrievability:  Card  files  indexed  alphabetically  by  name. 

Safeguards:  Card  files  are  stored  in  lockable  metal  filing  cabinets, 
minute  ledgers  are  stored  in  vault. 


FiDIRAL  REGISHR,  VOl.  47,  NO.  185— FRIDAY,  SEPTEMBER  23,  1977 


48762 


PRIVACY  ACT  ISSUANCES 


RHcathm  ukI  Permanent. 

Syatem  maufcitt)  and  addreai:  Executive  Secretary.  Records 
Unit,  FDIC,  550  17th  Street.  NW..  Washington.  D.C.  20429. 

Nodficatfaw  procedure;'  Same  as  System  manager  above. 

Record  access  procedures:  Same  as  System  manager  above. 

Contcsdiig  record  procedures:  Same  as  System  manager  above. 

Record  source  categories;  Intra-agency  records. 

Systems  exempted  from  certain  provWoos  of  the  act:  None. 

30—64—0004 

System  name:  Changes  in  Bank  Control  Ownership  Records— FDIC. 

System  locatiou:  Operations  Branch.  Division  of  Bank  Supervi¬ 
sion.  FDIC.  550  17th  Street.  NW..  Washington.  D  C.  20429. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  been  involved  in  the  change  of  bank  control  or  ownership  in 
FDIC  insured  banks  and/or  have  obtained  loans  from  insured 
banks,  when  such  loans  are  secured  by  25  percent  or  more  of  the 
outstanding  stock  of  an  insured  bank. 

Categories  of  records  in  the  system:  Contains  the  name  of  the  in¬ 
dividual  seller  or  purchaser  of  shares  of  stock,  the  number  of 
shares  of  stock  involved  and  outstanding,  the  name  of  the  bank 
whose  control  has  changed,  the  purchase  price  of  the  stock,  the 
names  of  beneficial  owners  if  the  shares  are  registered  in  another 
name,  the  total  number  of  shares  owned  by  the  seller,  purchaser, 
or  beneficial  owner  both  before  and  after  the  transaction.  In  the 
case  of  loans,  contains  the  name  and  location  of  the  lending  bank, 
the  name  and  address  of  the  borrower,  the  amount  the  loan  aitd 
the  name  of  the  bank  issuing  the  stock  securing  the  loan  and  the 
number  of  shares  securing  the  loan. 

Authority  for  maintcnaiice  of  the  system:  Sec.  7(j)  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  18l7(j)). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  (I )  The  name  of  the  b:^ 
whose  control  has  changed,  the  seller  and  purchaser,  and  the 
number  of  shares  involv^  may  be  distributed  to  perk^als  for 
publication;  (2)  In  the  event  that  the  system  of  records  indicates  a 
violation  or  potential  violation  of  law,  whether  civQ,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute  or  par¬ 
ticular  program  statute,  or  by  regulation,  rule  or  order  issued  pur¬ 
suant  t^reto,  the  relevant  records  in  the  system  of  records  may  be 
referred  to  the  appropriate  agency,  whether  Federal  or  State, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementiiig  the  statute,  or 
rule,  relation  or  order  issued  pursuant  thereto;  (3)  In  the  event  of 
civil,  crimiiud,  or  administrative  law  enforcement  proceedings,  the 
relevant  records  may  be  disclosed  to  the  appropriate  court  arid/or 
counsel  for  purpoMs  of  discovery  and  the  development  of  the 
proceedings;  (4)  Disclosure  may  be  made  to  a  Con^ssional  office 
from  the  record  of  an  individual  in  response  to  an  inquiry  from  the 
Congressional  office  made  at  the  request  of  the  irtdividual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainiag, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders  and  on  index  cards. 

RetrievaMlity:  liulexed  by  name. 

Safeguards;  Maintained  in  lockaUe  metal  filing  cal^ets. 

Retention  and  disposal:  Permanent  retention. 

System  marMger(s)  and  address:  Director,  Division  of  Bank  Su¬ 
pervision  FDIC,  550  17th  Street,  NW.,  Washington,  D.C.  20429. 

Notification  procedure:  Executive  Secretary,  Records  Unit. 
FDIC,  550  17th  Street,  NW..  Washington.  D.C.  20429. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  The  bank  in  which  control  has  changed 
and  the  bank  which  makes  a  loan  secured  by  25  percent  or  more  of 
the  outstanding  voting  stock  of  an  insured  bank. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

30— 64— (W05 

System  name:  Consumer  Complaint  and  Inquiry  Records — FDIC. 

System  location:  Office  of  Bank  Customer  Affairs,  FDIC,  550 
17th  Street,  NW.,  Washington,.  D.C.  20429. 

Categories  of  hidividuals  covered  by  the  system:  Consumers  who 
have  filed  complaints  or  inquiries  concerning  activities  and  prac¬ 
tices  of  FDIC  insured  banks. 


Categories  of  records  in  the  system:  Contains  consumers  names 
and  the  nature  dl  their  complaints  or  inquiries.  Contains  ccHrespon- 
dence  and  records  of  other  communications  between  the  FDIC  and 
the  customer,  and  may  contain  correspondence  between  the  FDIC 
and  the  bank  in  question  and/or  Fede^  or  State  bank  supervisory 
authorities.  May  contain  copies  of  supporting  documents  supplied 
by  the  complainant  and  intra-agency  ntemoranda. 

AuthorMy  for  maintenance  of  the  system:  Sec.  202  of  Title  II  of 
the  Feder^  Trade  Improvement  Act  (15  U.S.C.  57a(f));  Sec.  8'of 
the  Federal  Deposit  Insurance  Act  (12  U.S.C.  1818). 

Rontine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  puiposcs  of  such  uses:  (1)  Since  records  are 
compiled  and  used  for  investigation  and  resolution  of  consumer 
inquiries  and  complaints,  disclosure  may  be  necessary  to  the  in¬ 
stitution  which  is  the  subject  of  the  complaint;  (2)  Resolution  of  the 
complaint  or  inquiry  may  also  require  disclosure  limited  to  the 
name  of  the  inquirer  and  the  nature  of  the  inquiry,  to  third  party 
sources  during  the  course  of  the  investigation;  (3)  Transmittal  may 
be  made  to  the  Federal  or  State  supervisory  authority  that  has 
direct  supervision  over  the  financial  institution  that  is  the  subj^t  of 
the  complaint;  (4)  In  the  event  that  the  system  of  records  inmates 
a  violation  or  potential  violation  of  law,  whether  civil,  criminal,  or 
regulatory  in  nature,  and  whether  arising  by  general  statute  or  par¬ 
ticular  program  statute,  or  by  regulation,  rule  or  order  issued  pur¬ 
suant  ttereto,  the  relevant  records  in  the  system  may  be  referred  to 
the  appropriate  agency,  whether  Federal  or  State,  charged  with  the 
responsibility  of  investigating  or  prosecuting  such  violations  or 
digged  with  enforcing  or  implementing  the  statute,  or  rule,  regula¬ 
tion  or  order  issued  pursuant  thereto;  (5)  In  the  event  of  civil, 
criminal  or  administrative  proceedings,  the  relevant  records  may  be 
disclosed  to  the  appropriate  court  and/or  counsel  for  purposes  of 
discovery  and  the  development  of  the  proceedings;  (6)  Disclosure 
may  be  made  to  a  Congressional  office  from  the  record  of  an  in¬ 
dividual  in  response  to  an  ii^uiry  from  the  Congressional  office 
made  at  the  request  of  the  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders  and  on  computer  discs  and 
tapes. 

RetrievaMlity:  Indexed  by  name. 

Safeguards:  Maintained  in  lockable  metal  filing  cabinets;  com¬ 
puter  tapes  and  discs  are  accessed  only  by  authorized  personnel. 

Retention  and  disposal:  Records  are  retained  for  three  years  after 
resolution  or  answer  of  the  complaint  and  then  correspondence 
files  are  destroyed  by  shredder,  computer  tapes  and  discs  are 
erased. 

System  manager(s)  and  address:  Director,  Office  of  Bank 
Customer  Affairs,  FDIC,  650  17th  Street,  NW.,  Washington.  D.C. 
20429. 

Notification  procedive:  Executive  Secretary.  Records  Unit, 
FDIC.  550  17th  Street,  NW.,  Washington,  D.C.  20429. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  The  information  is  obtained  from  the  in¬ 
dividual  on  whom  the  record  is  maintained;  institutions  that  are  the 
subject  of  the  complaint;  the  appropriate  agency,  whether  Federal 
or  State,  with  supervisory  authority  over  the  institution;  Congres¬ 
sional  offices  that  may  initiate  the  inquiry;  and  other  third  party 
sources  mentioned  in  “Routine  use”  above. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

30 — 64—0006  (Reserved) 

30—64—0007 

System  name:  Employee  Education  System— FDIC. 

System  location:  Office  of  Education,  FDIC,  550  17th  Street, 
NW..  Washington.  D.C.  20429. 

Categories  of  individuals  covered  by  the  system:  AU  present  and 
former  FDIC  employees. 

Categories  of  records  in  the  system:  Contains  the  educational  his¬ 
tory  of  employees  prior  to  their  employment  with  the  FDIC,  and 
educational  [vogression  of  employees  while  employed  by  the  li)IC. 
Information  includes  employee’s  seboMs  of  attendance,  courses 
completed  or  enrolled  in,  dates  of  attendance,  tuition  fees  and  ex¬ 
penses,  and  may  include  per  diem  and  travel  expenses. 
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AuUiority  for  maintcnaiic*  of  the  uytUn:  Sec.  9  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  1819);  Exec.  Order  No.  9397. 
“Numbering  System  for  Federal  Accounts  Relating  to  Individual 
Persons”  (Nov.  22,  1943). 

Routine  uacs  of  records  maintained  In  the  system,  incladhig  catego¬ 
ries  of  users  and  the  purposes  of  such  uacs:  Disclosure  may  be  made 
to:  (I)  the  Civfl  Service  Conunission  concerning  pay.  benefits, 
retirement  deductions,  and  other  information  necessary  for  the 
Commission  to  carry  out  its  government-wide  personnel  manage¬ 
ment  functions;  (2)  to  a  Confpessional  office  from  the  record  of  an 
individual  in  response  to  an  ii^uiry  from  the  Congressional  office 
made  at  the  request  of  the  individual;  (3)  to  educational  institutions 
for  purposes  of  eiu-oUment  and  verification  of  employee  attendance 
and  performance. 

Polkies  and  practices  for  storing,  retrieving,  acccssiiig,  retaining, 
and  disposing  of  records  in  the  system; 

Storage:  File  folders  and  computer  discs. 

Rctrievability:  File  folders— alphabetically  by  name;  computer 
discs— social  security  number. 

Safeguarrb:  File  folders  are  stored  in  lockable  metal  cabinets, 
computer  discs  are  accessed  by  only  authorized  personnel. 

Retentiou  and  dispQuI:  Permartent  retention. 

System  managerfs)  and  address:  Director.  Office  of  Employee 
Relations,  FDIC,  SSO  17th  Street,  NW..  Washington,  D.C.  20429. 

NotMication  procedure:  Executive  Secretary,  Records  Unit, 
FDIC.  5S0  17th  Street,  NW.,  Washington.  D.C.  2(M29. 

Record  access  procedures:  SaoK  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification"  above. 

Record  source  categories:  The  information  is  obtained  from  the 
employee  on  whom  the  record  is  maintained  and  the  training  in¬ 
stitution  in  which  the  employee  is  enixdled. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

30 — 64—0008  (Reserved) 

30—64—0009 

System  name:  Examiner  Employment.  Training,  and  Education 
Records— FDIC. 

System  location:  Division  of  Bank  Supervision  Training  Center, 
FDIC,  1701  N.  Fort  Myer  Drive.  Arlington,  Virginia  22200. 

Categories  of  individuals  covered  by  the  system:  FDIC  assistant 
examiners  who  have  been  candidates  for  determination  of  progress 
to  become  a  commissioned  bank  examiner  (Progress  Evaluation 
Candidates).  FDIC  examiners  who  attend,  or  have  attended,  gradu¬ 
ate  schools  of  banking  (Graduate  School  (rf  Banking  Students). 

Categories  of  records  in  the  system:  Progress 'Evaluation  Can¬ 
didates— contains  a  statement  of  the  candidate’s  education,  home 
address,  date  and  place  of  birth,  and  experience,  a  Report  of 
Evaluation  of  a  iVogress  Evaluation  Panel,  the  consolidated 
findings  of  each  Progress  Evaluation  Panel  member,  the  candidate's 
case  studies,  bask  work  papers,  and  responses,  and,  in  the  case  of 
an  unsuccessful  candidate,  the  candidate’s  complete  work  papers 
and  responses,  as  well  as  the  individual  findings  of  each  Progress 
Evaluation  Panel  member. 

Graduate  School  of  Banking  Students — contains  the  student’s 
name,  enrollment  data,  record  of  attendance,  record  of  completion 
or  gr^uation  and  general  correspondence  between  the  FDIC  and 
the  student’s  school  of  enrollment. 

Authority  for  maintenance  of  the  system:  Sec.  10(b)  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  182(Kb)). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  EMsclosure  may  be  made 
to:  (1)  the  Civil  Servke  Conunission  concerning  pay,  benefits, 
retirement  deductions,  and  other  information  necessary  for  the 
Conunission  to  carry  out  its  govenunent-wide  personnel  manage¬ 
ment  functions;  (2)  to  a  Concessional  offke  from  the  record  of  an 
individual  in  response  to  an  inquiry  from  the  Congressional  office 
made  at  the  request  of  the  indi>^ual;  (3)  to  educational  institutions 
for  purposes  of  enroQment  and  verification  of  employee  attendance 
and  performance. 

Policies  and  praetkm  (or  storing,  retrieving,  acrewing,  retaining, 
and  dkposing  of  records  in  the  system: 

Storage:  All  categories  are  stored  in  file  folders. 

Rctrievability:  All  categories  are  indexed  by  name. 


Safeguards:  All  categories  are  maintained  in  lockable  metal  filing 
cabinets. 

Retention  and  disposal:  Progress  Evaluation  Candidates’  records 
maintained  two  years  for  the  successful  candidate  and  then 
destroyed  by  shredder,  records  of  unsuccessful  candidate  retained 
until  the  candidate’s  successful  completion  or  until  the  candidate 
leaves  the  FDlC’s  employ.  Graduate  School  of  Banking  student 
records  are  permanently  retained. 

System  manager(s)  and  address:  Director,  Division  of  Bank  Su¬ 
pervision,  FDIC,  550  17th  Street.  NW.,  Washington,  D.C.  20429. 

Notification  procedure:  Executive  Secretary.  Records  Unh, 
FDIC,  550  17th  Street.  NW.,  Washington,  D.C.  20429.  Inquirers 
must  provide  their  full  name  a^  identify  the  category  or  categories 
of  which  they  are  mquiring. 

Record  access  procedures:  Same  as  “Notification"  above. 

Contesting  record  procedures:  Same  as  “Notification’’  above. 

Record  source  categories:  Progress  Evaluation  Candidates— tlM 
candidate,  the  candidate’s  personnel  record,  and  members  of  the 
candidate’s  Progress  Evaluation  Panel.  Graduate  School  of  Banking 
Students— the  student,  the  student’s  school,  and  the  student’s  per¬ 
sonnel  record. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to 
section  310.13(c)  of  the  FDIC’s  Rules  and  Regulations,  testing 
material  used  s<^ly  to  assess  individual  qualifications  for  appoint¬ 
ment  or  promotion,  the  disclosure  of  which  would  compromise  the 
objectivity  or  fairness  of  the  testing,  evaluation  or  examination 
process,  may  be  withheld  from  disclosure. 

30—64—0010 

System  name:  Graduate  Fellowship  Applkations— FDIC. 

System  location:  Division  of  Management  Systems  and  Economk 
Analysis,  FDIC,  550  17th  Street,  NW.,  Washington,  D.C.  20429. 

Categories  of  individuals  covered  by  the  system:  Applkants  for 
FDIC  fellowships  for  graduate  study  in  banking,  finance  and 
economks. 

Categories  of  records  in  the  system:  Contains  correspondence 
from  applicants  and  from  individuals  whose  names  were  provided 
by  the  applicants  as  references,  application  forms,  applicants’  grade 
transcripts,  samples  of  written  work,  and,  in  some  instances,  com¬ 
ments  of  individuals  who  intervkwed  applicants. 

Authority  (dr  maintenance  of  the  system;  Section  9  of  the  Federal 
Deposit  insurance  Act  (12  U.S.C.  1819);  Sec.  506  of  the  Federal 
Records  Act  of  1950  (44  U.S.C.  3101). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Disclosure  of  informa¬ 
tion  on  the  applicant  may  be  made:  (1)  in  requestii^  information  of 
individuals  or  concerns  whose  names  were  suppli^  by  the  appli¬ 
cant  as  references  and/or  past  or  present  employers;  (2)  to  the  Civil 
Servke  Commission  concerning  pay.  benefits,  retirement  deduc¬ 
tions,  and  other  information  necessary  for  the  Commission  to  carry 
out  its  government-wide  personnel  management  functions;  (3)  to  a 
Congressional  office  from  the  record  of  the  individual  in  response 
to  an  im^uiry  from  the  Congressional  offke  made  at  the  request  of 
the  individud. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders. 

Retrievabilhy:  Indexed  by  name. 

Safeguards:  Maintained  in  metal  fik  cabinets  with  a  combination 
lock. 

Retention  and  disposal:  Supporting  documents  in  applications  of 
unsuccessful  applicants  are  retained  untfl  completion  of  revkw  and 
then  destroyed.  Con^ete  files  of  fellowship  winners  are  retained 
until  the  expiration  oi  the  fellowship  grant  periods. 

System  managerfs)  and  address:  Director,  Division  of  Manage¬ 
ment  Systems  and  Economk  Analysis,  FDIC,  550  17th  Street, 
NW.,  Washington.  D.C.  20429. 

Notificatioo  procedure:  Executive  Secretary.  Records  Unit, 
FDIC.  550  17th  Street,  NW.,  Washington,  D.C.  20429. 

Record  access  procedures:  Same  as  “Notification’’  above. 

Contesting  record  'procedures:  Same  as  “Notification’’  above. 

Record  sonree  categories:  Information  is  obtained  from  the  appli¬ 
cants,  references  supplied  by  the  applicants,  college  documents, 
current  and/or  former  employers,  and  FDIC  employees  who  inter¬ 
viewed  the  applkants. 
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Syatcns  exempted  from  certaia  proviskMtt  of  the  act:  None. 

30—64—0011 

System  name:  Legal  Compliance  and  Enforcement  Records— FDIC. 

System  locatioa:  Office  of  the  General  Counsel.  FDIC.  550  17th 
Street,  NW.,  Washington,  D.C.,  20429. 

Categories  of  badividuals  covered  by  the  system:  Directors  or  of¬ 
ficers  ^  FDIC  insured  State  nonmember  banks  who  have  been  the 
subject  of  an  indictment,  information  or  complaint  for  a  felony  in¬ 
volving  dishonesty  or  breach  of  trust.  Directors  or  officers  of  li)IC 
insured  State  nonmember  banks  who  are  suspected  of  committi^ 
violations  of  law,  rble  or  regulation,  or  of  a  final  cease-and-desist 
order,  or  of  committing  acts,  omissions  or  practices  constituting  a 
breach  of  fiduciary  duty.  In^viduals  who  have  sought  FDIC  con¬ 
sent  to  serve  as  an  officer,  director,  or  employee  of  an  FDIC  in- 
su^  State  nonroember  bank  after  having  b^n  convicted  of  a 
crime  involving  (honesty  or  breach  of  trust. 

Categorim  of  records  in  the  system:  Contains  the  indictment,  in¬ 
formation.  or  complaint  filed  against  the  subject  individual,  and  any 
court  order  or  resolution  of  siKii  indictment,  information,  or  com- 
pl^t.  Contains  newspaper  clipping  on  subject  individuals.  Con¬ 
tains  affidavits  of  the  subject  indiv^ual  and  bank  employees.  Con¬ 
tains  intra-agency  memoranda  and  general  correspondence  between 
the  FDIC  and  Uw  subject  individual  and/or  his/^r  attorney.  Con¬ 
tains  Hnal  administrative  orders  issued  by  the  FDIC. 

Authority  for  malntmance  of  the  system:  Secs.  8  and  19  of  the 
Federal  Deposit  Insurance  Act  (12  U.S.C.  1818,  1829). 

Routine  uses  of  records  mafaitahifd  hi  the  system,  including  catego¬ 
rim  of  users  and  the  purpoom  of  such  uses:  (1)  In  the  event  that  the 
system  of  records  indicates  a  violation  or  potential  violation  of  law, 
Mother  civil,  criminal,  or  regulatory  in  nature,  and  whether  arising 
by  general  statute  or  particular  program  statute,  or  by  regulation, 
rule  or  order  issued  pursuant  thereto,  the  relevant  records  in  the 
system  may  be  referr^  to  the  appropriate  agency,  whether  Federal 
or  State,  charged  with  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  charg^  with  enforcing  or  implement¬ 
ing  the  statute,  or  rule,  regulation  or  order  issued  pursuant  thereto; 
(2)  In  the  event  of  civil,  criminal  or  administrative  proceedings,  the 
r^vant  records  ntay  be  disclosed  to  the  appropriate  court,  magis¬ 
trate.  or  administrative  tribunal  as  evidence,  or  to  counsel  fm  the 
presentation  of  evidence  and/or  in  the  course  of  discovery;  (3)  Dis¬ 
closure  may  be  made  to  a  Congmsional  office  from  the  record  of 
an  individual  in  response  to  an  inquiry  from  the  Congressional  of¬ 
fice  made  at  the  request  of  the  individual. 

Policies  and  practiem  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  a  file  folder  and  on  computer  discs. 

Rctrievability:  Indexed  by  name. 

Safeguards:  Maintained  in  lockable  metal  filing  cabinets  in  a 
secured  room;  computer  discs  are  accessed  by  only  authorized  per¬ 
sonnel. 

Retention  and  disposal:  Permanent  retention. 

System  manageits)  and  address:  (jeneral  Counsel,  Legal  Division, 
FDIC.  550  I7th  Street,  NW..  Washington.  D.C.  20429. 

Nodfication  procedure:  Executive  Secretary,  Records  'Unit, 
FDIC.  550  17th  Street,  NW.,  Washington,  D.C.  20429.  Inquirers 
must  provide  their  full  name  and  the  name  of  the  bank  with  which 
they  were  associated.  Inquiries  must  include  a  notarized  statement 
attesting  to  the  individual’s  identity. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories;  Information  is  obtained  from  the  in¬ 
dividual  on  whom  the  record  is  maintained,  the  employer  of  the  in¬ 
dividual,  newspaper  articles,  and  individuals  interviewing  during  the 
investigation.  Fe^ral  and  State  prosecuting  authorities  and  Federal 
and  State  financial  institution  supervisory  authorities  are  also 
sources  of  information. 

Systems  exempted  from  certain  provisioDS  of  the  act:  Pursuant  to 
section  310.13(a)  of  the  FDIC’s  Rides  and  Regulations,  investigato¬ 
ry  material  compiled  as  a  part  of  this  system  for  law  enforcement 
purposes  is  exempted  from  the  accounting  provision  of  section 
310.10(dK2)  of  the  FDIC's  Rules  and  Regulations  and  may  be 
withh^  from  disclosure,  to  the  extent  that  such  disclosure  may  in¬ 
terfere  with  the  investigation  and  preparation  of  any  civil,  criminal 
or  administrative  law  ei^orcement  proceedings. 


ISSUANCES 

30-64—0012 

System  name:  Payroll  and  Employee  Financial  Records— FDIC. 

System  locatioo:  Accounting  and  Budget  Branch,  FDIC,  1709 
New  York  Ave.,  NW.,  Washin^on,  D.C.  20429  and  the  appropriate 
FDIC  Regional  Office  for  employees  working  out  of  field  offices. 
(See  Appendix  A  for  the  location  of  FDIC  Regional  Offices). 

Categories  of  individuals  covered  by  the  system;  All  current  and 
former  FDIC  employees. 

CMcgorics  of  records  in  the  system:  Consists  of  various  forms  and 
computer  retrievable  data  which  disclose  employee:  mailing  address 
and  home  address;  rate  and  amount  of  pay,  leave,  and  hours 
worked,  and  leave  balances;  life  insumace,  h^th  insurance  and 
retirement  deductions;  tax  exemptions;  and  payroll  deduction 
authorizations. 

Authority  for  maintenance  of  the  system:  Section  9  of  the  Federal 
Deposit  InsuraiKe  Act  (12  U.S.C.  1819):  Exec.  Order  9397, 
“Numbering  System  for  Federal  Accounts  Relating  to  Individual 
Persons”  (Nov.  22,  1943). 

Routine  use  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoM  of  such  uses:  (1)  Information 
developed  from  these  records  is  routinely  provided  to  State,  City, 
and  Federal  iiKome  tax  authorities,  including,  at  the  Federal  level, 
the  Internal  Revenue  Service  and  the  Social  Security  Administra- 
,  tion,  and,  to  other  recipients,  as  authorized  by  the  employee,  in¬ 
cluding  the  United  States  Treasury  Department,  savings  institu¬ 
tions,  insuraiKe  carriers  and  charity  funds;  (2)  Records  are  periodi¬ 
cally  made  available  for  inspection  to  auditors  employed  by  the 
General  Accounting  Office;  (3)  Relevant  records  in  this  system  of 
records  may  be  referred,  as  a  routine  use  to  the  appropriate  agen¬ 
cy,  whether  Federal  or  State,  cluuged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  any  violation  of  law;  rule  or  regiilation: 
(4)  In  the  event  of  litigation,  relevant  records  may  be  presented  to 
the  appropriate  court,  magistrate,  or  administrative  tribunal  as 
evidence  or  to  counsel  for  the  presentation  of  evidence  and/or  in 
the  course  of  discovery;  (5)  Disclosure  may  be  made  to  the  Civil 
Service  Commission  coiKeming  pay,  benefits,  retirement  deduc¬ 
tions,  and  other  information  necessary  for  the  Commission  to  carry 
out  its  government- wide  personnel  inanagement  functions;  (6)  Dis¬ 
closure  may  be  made  to  a  Congressional  office  from  the  record  of 
an  individual  in  response  to  an  inqi^  from  the  Congressional  of¬ 
fice  made  at  the  request  of  the  individual. 

PoDdes  and  praetka  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  record  cards  and  computer  discs. 

Retrievahility:  File  folders  and  record  cards  indexed  by  name; 
computer  discs  are  indexed  by  social  security  number. 

Safegua^:  File  folders' and  record  cards  are  stored  in  lockable 
metal  cabinets;  computer  discs  are  accessed  only  by  the  authorized 
personnel. 

Retention  and  disposal:  Year-end  trial  balances  (the  individual 
earnings  record)  are  retained  during  the  employment  and  then 
transferred  to  the  Federal  Records  Center,  where  the  records  are 
maintained  indefinitely.  Deduction  authorizations  and  documents 
used  to  develop  the  records  are  retained  for  the  period  of  use  and 
up  to  an  additional  three  years  after  which  they  are  disposed  of  by 
shredding  or  burning. 

System  managerfs)  and  address:  Controller,  Office  of  the  Con- 
trolier,  FDIC,  550  17th  Street,  NW.,  Washington,  D.C.  20429. 

Nodfkatioa  procedure:  Executive  Secretary,  Records  Unit,  550 
17th  Street,  NW.,  Washington,  D.C.  20429. 

Record  access  procedures:  Same  as  “Notification”  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  The  information  is  obtained  from  the* 
employee  on  whom  the  record  »  maintained. 

Systems  exempted  from  certain  provisioas  of  the  act:  None. 

30—64—0013 

System  name:  Savings  Bond  Payroll  Deduction  Systems— FDIC. 

System  location:  Accounting  and  Budget  Branch,  FDIC,  1709 
New  York  Ave.,  NW.,  Washington,  D.C.  20429. 

Categories  of  individuals  covered  by  the  system:  All  current  and 
former  FDIC  employees  who  have  authorized  payroll  deductions 
for  the  purchase  of  United  States  Savings  Bonds. 

Categories  of  records  in  the  system:  Consists  of  the  name  and  ad¬ 
dress  of  the  employee;  the  amount  of  the  employee’s  salary  to  be 
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withheld,  the  denomination  of  bond  to  be  purchased;  the  series  of 
the  bond;  the  owner’s  name,  address  and  social  security  number; 
the  designated  co-owner  or  beneficiary,  and  their  socid  security 
number. 

Authority  for  malDteBaacc  of  the  nrsten:  section  9  of  the  Federal 
Deposit  Insurance  Act  (12  (J.S.C.  1819);  Exec.  Order  9397, 
“Numbering  System  for  Federal  Accounts  Relating  to  Individual 
Persons"  (Nov.  28,  1943). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Disclosure  may  be  mr^ 
to:  (1)  the  United  States  Treasury  Depmtment  for  the  preparation 
of  savings  bonds;  (2)  to  the  Civil  Service  Commission  corKeming 
pay,  benefits,  retirement  deductions,  and  other  information  neces¬ 
sary  for  the  Commission  to  carry  out  its  government-wide  person¬ 
nel  management  function;  (3)  to  a  Congressional  office  from  the 
record  of  an  individual  in  response  to  an  ir^uiry  from  the  Congres¬ 
sional  office  made  at  the  request  of  the  individu^. 

PoUcks  aad  practfem  for  koring,  retrieving,  acccaiag,  rclaiuiiig, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders,  index  cards,  and  computer  discs. 

Rctricvability:  File  foklers  and  record  cards  are  indexed  by  name; 
computer  discs  are  indexed  by  social  security  number. 

Safeguards:  File  folders  and  record  cards  are  stored  in  lockable 
metal  cabinets;  computer  discs  are  accessed  only  by  authorized 
personnel. 

Retention  aad  disposal:  Records  are  retained  for  two  years  and 
then  destroyed. 

System  manager(s)  aad  addrem:  Controller,  Office  of  the  Con- 
troUer,  FDIC,  550  17th  Street,  NW.,  Washington,  D.C.  20429. 

Notification  procedure:  Executive  Secretary,  Records  Unh, 
FDIC,  550  17th  Street,  NW.,  Washington,  D.C.  20429. 

Record  access  procedures:  Same  as  “Notification"  above. 

Contesting  record  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  The  information  is  obtained  from  the 
employee  on  whom  the  record  is  maintained. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

30-64-0014 

System  name:  Travel  Voucher  System — FDIC. 

System  location:  Accounting  and  Budget  Branch,  FDIC,  550  17th 
Street,  NW.,  Washington,  D.C.  20429. 

Categories  of  individuals  covered  by  the  system:  FDIC  employees 
who  travel  on  official  business. 

Categories  of  records  in  the  system:  (Contains  records  relating  to 
employee’s  claims  for  reimbursement  of  official  travel  expenses  in¬ 
cluding  travel  authorizations,  advances,  and  vouchers  showing 
amounts  claimed,  exceptions  taken  as  a  resuh  of  audit,  advance 
balances  applied,  and  amounts  paid. 

Authority  for  maintenance  of  the  system:  Sec.  KKa)  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  1820(a));  Travel  Expense  Act  of 
1949  (5  U.S.C.  5701-57()9);  Exec.  Order  9391,  “Numbering  System 
for  Federal  Accounts  Relating  to  Individual  Persons”  (Nov.  22, 
1943). 

Routine  uses  of  records  mamtaiacd  in  the  system,  inr lading  catego¬ 
ries  of  users  and  the  purpoM  of  such  uses:  (1)  Records  are  periodi¬ 
cally  made  available  for  inspection  to  auditors  enmloyed  by  the 
Gener^  Accounting  Office;  (2)  In  the  event  that  information  con¬ 
tained  in  this  system  of  records  indicates  a  violation  ot  potential 
violation  of  the  law,  whether  civil,  crimiiial,  or  regulatory  in  nature, 
and  whether  arising  by  general  statute  or  paidcul^  program 
statute,  or  by  regulation,  rule  or  order  issued  pursuant  thereto,  the 
relevant  records  in  the  system  of  records  may  be  referred,  as  a  rou- 
tiiM  use,  to  the  appropriate  agency,  whetter  Federal,  or  State, 
charged  with  enforcing  or  implementing  the  statute,  or  rule, 
regulation  or  order  issued  pursuant  thereto;  (3)  In  the  event  of 
litigation,  the  records  may  be  presented  to  the  appropriate  court, 
magistrate,  or  administrative  tribunal  as  evidence  or  to  counsel  for 
the  presentation  of  evidence  and/or  in  the  course  of  discovery;  (4) 
Disclosure  may  be  made  to  the  QviPService  Commission  concern¬ 
ing  pay,  benefits,  retirement  deductions,  and  other  information 
necessary  for  the  Commission  to  carry  out  the  government-wide 
personnel  mana«;ment  fuiKtion;  (5)  Disclosure  may  be  made  to  a 
Congressional  onice  from  the  record  of  an  individual  in  response  to 
an  inquiry  from  the  Congressional  office  made  at  the  request  of  the 
individual. 


PoUdes  and  practiem  for  sterhig,  retrieving,  accenting,  retaining, 
and  dhpoahig  of  records  in  the  system: 

Storage:  File  folders  and  computer  discs. 

Rctrievability:  Files  indexed  by  name;  computer  discs  by  social 
security  number. 

Safeguards:  File  folders  stored  in  a  lockable  room;  computer 
discs  are  accessed  by  only  authorized  personnel 

Retention  and  disposal:  Records  are  maintained  for  seven  years, 
then  file  folders  are  shredded  and  computers  discs  are  erased. 

System  manager(s)  and  address:  Controller,  Office  of  the  Con- 
troUer,  FDIC,  550  17th  Street,  NW.,  Washington,  D  C.  20429 

Notifkation  procedure:  Executive  Secretary,  Records  Unit, 
FDIC,  550,  17th  Street,  NW.,  Washington,  D  C.  20429. 

Record  access  procedures:  Same  as  “Notification’’  above. 

Contesting  rcrord  procedures:  Same  as  “Notification”  above. 

Record  source  categories:  The  information  is  obtained  from  the 
employee  on  whom  the  record  is  maintained. 

Systems  exempted  from  certain  provisioos  of  the  act:  None. 

30—64—0015 

System  name:  Unofficial  Personnel  System—  FDIC. 

System  location:  Personnel  Branch,  FDIC,  1709  New  York 
Avenue,  NW  ,  Washington,  D.C.  20429.  In  addition  records  arc 
maintained  at  the  Division  or  Office  levels  in  the  FDIC  Washington 
Office  and  at  the  FDIC  Regional  Offices.  (See  Appendix  A  for  the 
location  of  FDIC  Regional  Offices.) 

Categories  of  individuals  covered  by  the  system:  All  current  and 
former  FDIC  emirfoyces. 

Categories  of  records  in  the  system:  This  system  consists  of  per¬ 
sonnel-related  records  that  are  maintained  in  addition  to  those  kept 
in  the  Official  Personnel  folder  pursuant  to  the  Federal  Persoimel 
Manual  Suppl.  296-31,  Table  8,  Sec.  1.  (The  records  contained  in 
the  Official  Personnel  Folder  are  covered,  with  regard  to  the  Priva¬ 
cy  Act  of  1974,  by  the  Civil  Service  Commission’s  published 
’’General  Personnel  Records,”  C.S.C./Gov.-3,  notice.)  This  system 
contains  recends  of  various  types.  They  are:  (1)  records  maintained 
in  the  Washii^on  and  regional  offices  which  may  contain  informa¬ 
tion  on  individuals  relating  to:  birthday;  Social  Security  Number; 
past  and  present  salaries,  grades,  and  position  titles;  home  address 
and  telephone  number;  emergency  contacts,  addresses  and 
telephone  numbers;  employment  history;  ori|^nal  applications, 
resume,  and  letters  of  reference;  statement  of  bank  loans  and  stock 
ownership;  record  of  equipment  and  material  issued  to  the  in¬ 
dividual;  record  of  leave  and  time-and-attendance;  written  notes  or 
memoranda  on  employee  performance;  counseling;  and  data  docu¬ 
menting  reasons  for  persoimel  actions,  decisions,  or  recommenda¬ 
tions  miade  about  an  employee;  (2)  paiicing  permit  records  contain¬ 
ing  information  (name,  address,  and  type  (A  automol^)  about 
FDIC  employees  who  have  applied  for  (or  are  members  of  the  ap¬ 
plicants’  carpool)  a  pmlung  permit  in  the  FDIC’s  Washington  Oi- 
tice  garage;  (3)  American  R^  Cross  Mood  donor  records  contain¬ 
ing  formation  including  donors  name.  Social  Security  Number, 
date  of  birth,  age,  sex,  home  address  and  phone  number,  whether 
the  donation  was  accepted,  and  whether  the  Red  Cross  would 
recruit  the  donor  again  for  blood;  (4)  FDIC  personnel  awards  in¬ 
cluding  information  support^  the  employee’s  nomination  for  one 
of  these  awards;  (5)  dental  insurance  reccinls  including  information 
on  earnings,  number  and  name  of  dependents,  sex,  birth  date, 
home  address,  and  Social  Security  Number;  and  (6)  employee  loca¬ 
tor  records  containing  the  employee’s  name,  Soc^  Security 
Number,  Division  or  Office  assignment,  office  telephone  number 
and  office  room  number. 

Authority  (or  maintenance  of  the  system:  Sec.  9  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  Sec.  1819);  Sec.  506  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  Sec.  3101). 

Routine  uses  of  records  maintained  hi  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  With  regard  to  category 
(1)  above,  the  records  are  primarily  maintained  to  be  used  by  the 
employee’s  supervisor  for  preparation  of  general  personnel  action; 
however,  in  the  case  of  categories  (1),  (2),  and  (4)  disclosure  may 
be  made,  where  relevant: 

(a)  to  financial  and  credit  institutions  for  loan  and  credit 
reference  purposes  (solely  to  verify  the  employee’s  employment 
with  the  FDIC,  date  of  employment,  and  pay  gra^); 

(b)  to  the  Civil  Service  Commission  in  the  event  any  grievance 

procedures;  _ 
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(c)  to  the  Civil  Service  Commission  concerning  pay,  benefits, 
retirement,  deductions,  and  other  information  necessary  for  the 
Conunission  to  carry  out  its  government-wide  personnel  manage¬ 
ment  functions; 

(d)  in  the  levent  of  litigation,  to  the  appropriate  court,  magistrate, 
or  administrative  tribunal  as  evidence,  or  to  counsel  for  the  presen¬ 
tation  of  evidence  and/or  in  the  course  of  discovery; 

(e)  to  a  Congressional  office  from  the  record  of  an  individual  in 
response  to  an  inquiry  from  the  Congressional  office  made  at  the 
request  of  the  individual: 

(0  to  State  authorities  re^rding  reasons  for  a  former  employee's 
separation  from  FDIC  service,  v^re  the  inquiry  is  made  pursuant 
to  the  former  employee’s  application  for  unemployment  compensa¬ 
tion; 

(g)  to  Federal  and  State  regulatory  agencies,  for  reasons  related 
to  FDIC  business,' as  to  the  temporary  woric  location  of  FDIC  bank 
examiners. 

In  the  case  of  category  (3)  above,  disclosure  may  be  to  the 
American  Red  Cross  from  the  information  contained  in  the  blood 
donor  records.  Disclosure  may  be  made,  in  the  case  of  category  (S) 
above,  to  the  dental  insurance  carrier  in  support  of  a  claim  for 
dental  insurance  benefits.  In  category  (6)  above,  except  for  the  em¬ 
ployee’s  Social  Security  Number,  all  information  in  the  record  is 
avai^bte  to  the  public. 

PoUdet  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  file  cards  and  in  file  folders.  Category  (6) 
is  maintained  on  computer  discs. 

Rctrievability:  Indexed  alphabetically  by  name. 

Safeguards:  Maintained  in  lockable  metal  cabinets. 

Retentioo  and  disposal:  Records  are  destroyed  when  no  longer 
relevant  to  the  purpose  for  which  they  were  compiled  and  main¬ 
tained.  Generally,  records  are  destroyed  when  the  employee  no 
lo^r  works  in  the  Division  or  Office  which  compiled  and  main¬ 
tain^  the  information.  Parking  permit  records  are  kept  for  one 
year  and  then  destroyed.  American  Red  Cross  Mood  donor  records 
are  kept  for  four  years  and  then  destroyed. 

System  managerfs)  and  addreas:  Director,  Office  of  Employee 
Relations,  FDIC,  SM  17th  Street,  NW.,  Washington,  D.C.  20429, 
for  Corporation  level  records.  For  FDIC  Division  or  Office  levels, 
the  Head  of  the  appropriate  Division  or  Office;  for  FDIC  Regional 
Offices,  the  Regional  Director.  (See  Appendix  A  for  the  location  of 
FDIC  Regional  Offices);  For  Parking  Permit  Records  and  Em¬ 
ployee  Locator  Records,  the  Controller,  Office  of  the  Controller, 
FDIC,  550  1 7th  Street.  NW.,  Washington,  D.C.  20429. 

Notificatioa  procedure:  Executive  Secretary,  Records  Unit, 
FDIC,  550  17th  Street.  NW..  Washington.  D.C.  20429. 

.  Record  access  procedures:  Same  as  "Notification"  above. 

Contesting  record  procedures:  Same  as  "Notification’’  above. 

Record  source  categories:  Individuals  to  whom  the  records  per¬ 
tain;  their  immediate  supervisors  or  persons  at  other  supervisory 
levels;  other  fellow  employees. 

Systems  exempted  from  certain  provisioos  of  the  act:  None. 

30—64—0016  ' 

System  name:  Municipal  Securities  Principals  and  Representative 
System— FDIC. 

System  location:  Operations  Branch,  Division  of  Bank  Supervi¬ 
sion.  FDIC,  550  I7th  Street.  NW.,  Washington.  D.C.  20429. 
Records  stored  in  computerized  files  are  maintained  off  premises 
oi^  contract  basis  with  the  National  Association  of  Securities 
Dealers.  1735  L  Street.  NW..  Washington.  D.C.  20036. 

Categories  of  individuals  covered  by  the  system:  Persons  who  are 
or  seek  to  be  a  municipal  securities  princi^s  or  municipal  securi¬ 
ties  representatives  associated  with  municipal  securities  dealers 
which  are  FDIC  insured  State  banks,  not  members  of  the  F^ral 
Reserve  System,  or  are  a  subsidiary,  a  department,  or  a  division  of 
such  bank. 

Categories  of  records  in  the  system:  These  records  may  contain 
identifying  information  as  well  as  educational,  employment,  and 
disciplinary  irtformation,  if  any.  and,  where  applicable,  information 
reganling  termmation  of  employment  of  individuals  covered  by  the 
system.  Identifying  information  includes  name,  addresses,  date  and 
{dace  of  birth,  and  may  itKlude  social  security  account  number. 

Authority  for  maintenance  of  the  system:  Sections  15B.  23  and 
32(a)  of  the  Securities  Exchange  Act  of  1934,  as  amended  (15 


U.S.C.  Sec.  78),  and  Section  2  of  the  Federal  Reports  Act  of  1942 
(44  U.S.C.  Sec.  3501). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  may  be  used;  (I)  To  refer,  vvhere  there  is  an  indication  of  a 
violation  or  potential  violation  of  law.  whether  civil,  crimiital,  or 
regulatory  in  nature,  to  the  appropriate  governmental  authority, 
wither  Fedei^,  State,  local,  or  foreign,  or  a  self-regulatory  or¬ 
ganization,  as  defined  in  Section  3(aX26)  of  the  Securities 
Exchange  Act  of  1934  (15  U.S.C.  Sec.  78c(aX26));  (2)  To  refer,  in 
the  event  of  litigation,  whether  civil,  criminal,  or  regulatory  in  na¬ 
ture.  to  the  appropriate  court,  magistrate,  or  adnunistrative  law 
judge  as  evidence,  or  to  counsel  for  the  presentation  of  evidence 
and/or  in  the  course  of  discovery;  (3)  To  assist  in  any  prcKeeding  in 
which  the  Federal  securities  or  banking  laws  are  in  issue  or  a 
proceeding  involving  the  propriety  of  a  disclosure  of  information 
contained  in  the  information,  in  which  the  FDIC  or  one  of  its  past 
or  present  employees  is  a  party;  (4)  To  disclose  to  a  Federal.  State, 
loc^,  or  foreign  government^  authority  or  a  self-regulatory  or¬ 
ganization  if  necessary  in  order  to  obtain  information  relevant  to  a 
Federal  Deposit  InsuraiKe  Corporation  inquiry  concerning  a  person 
who  is  or  seeks  to  be  associated  with  a  municipal  securities  dealer 
described  in  Categories  of  individuals  covered  by  the  system  as  as 
municipal  securities  prirKipal  or  representative;  (5)  To  respond  to  a 
request  from  a  Federal.  State,  local,  or  foreign  govenunent  authori¬ 
ty  or  a  self-regulatory  organization  for  information  in  connection 
with  the  issuance  of  a  license  or  other  benefit  to  the  extent  that 
such  information  is  relevant  and  necessary;  (6)  To  disclose  to  a 
Congressional  office  from  the  record  of  an  inidividual  in  response  to 
an  inqu^  from  the  Congressional  office  made  at  the  request  of 
that  itidividual;  (7)  To  disclose  to  a  rc^stered  dealer,  a  registered 
broker  or  a  registered  municipal  securities  dealer  that  is  a  past  or 
present  employer  of  an  individual  that  is  the  subject  of  a  record,  or 
to  which  such  individual  has  applied  for  employment,  for  purposes 
of  identity  verification  or  for  purposes  of  investigating  the  qualifi¬ 
cations  of  the  subject  individual. 

Policies  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders  and  on  computer 
discs. 

Rctrievability:  Indexed  by  name. 

Safegoards:  File  folders  are  stored  in  locked  metal  cabinets  and 
computer  discs  are  accessed  only  by  authorized  personnel. 

Retention  and  disposal:  ^rmanent  retention  with  periodic  review 
of  contents  of  record  and  destruction  of  excess  and  dated  informa¬ 
tion. 

System  managerfs)  and  addreas:  Director,  Division  of  Bank  Su¬ 
pervision,  FDIC,  550  17th  Street,  NW.,  Washington,  D.C.  20429. 

Notificatioa  procedure:  Executive  Secretary,  Records  Unit. 
FDIC,  550  17th  Street,  NW.,  Washin^on,  D.C.  20429.  Inquirers 
must  provide  the  full  name,  date,  and  i^ce  of  birth  of  the  inquirer. 
IiK]uirers  may  be  required  to  include  a  notarized  statement  attesting 
to  identity. 

Record  access  procedures:  Same  as  "Notification"  above. 

Contesting  record  procedures:  Same  as  "Notification’’  above. 

Record  source  categories:  Individuals  on  whom  the  records  are 
maintained  as  well  as  municqial  securities  dealers  described  in 
Categories  of  individuals  covert  by  the  system  and  Federal,  State, 
local,  and  foreign  governmental  authcMities  and  self -regulatory 
agencies  which  regulate  the  securities  industry. 

Systems  exempted  from  certain  provisioas  of  the  act:  None. 

30—64—0017 

System  name:  Medical  Records  and  Emergency  Contact  Informa¬ 
tion  System — FDIC. 

System  location:  Health  Unit,  FDIC,  550  I7th  Street,  NW.. 
Washington,  D.C.  20429. 

Categories  of  individuals  covered  by  the  system:  Medical  records 
of  the  employee,  including  the  date  of  visit  to  the  Health  Unit,  the 
diagnosis^  and  the  treatment  administered.  Attached  to  this  record 
is  a  separate  sheet  containing»the  name  and  telephone  number  of 
the  person  to  contact  in  the  event  of  an  emergency  involving  the 
employee. 

Authority  for  maintenance  of  the  system:  Sec.  9  of  the  Federal 
Deposit  Insurance  Act  (12  U.S.C.  Sec.  1819);  Sec.  506  of  the 
Federal  Records  Act  of  1950  (44  U.S.C.  Sec.  3101). 
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Routine  uses  of  records  mointaincd  in  the  system,  including  catc^ 
lies  of  users  and  the  purposes  of  such  uses:  No  disclosure  (including 
intra-agency  disclosure)  of  information  contained  in  the  medkid 
fUes  is  made  without  the  prior  written  consent  of  the  employee 
concerned.  In  the  event  of  an  emergency,  the  emergency  contact 
would  be  notified. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  On  8”  x  10"  cards  with  a  separate  emergency  contact 
sheet  attached  to  it. 

Retrievabilhy:  Indexed  alphabetically  by  name. 

Safeguards:  Kept  in  lockable  metal  cabinets  in  the  nurse’s  office 
of  the  Health  Umt.  Only  the  nurse  and  substitute  nurse  are  allowed 
access  to  the  files.  The  Health  Unit  b  locked  whenever  the  nurse  is 
absent. 

Retention  and  disposal:  Kept  for  the  duration  of  the  employee’s 
tenure  with  the  FDIC,  and  for  5  years  thereafter,  then  destroy^. 

System  managerfs)  and  address:  Director,  Office  of  Employee 
Relations.  SSO  1 7th  Street,  NW..  Washington.  D  C.  20429. 

Notification  procedure:  Executive  Secretary,  Records  Unit, 
FDIC.  S50  1 7th  Street.  NW..  Washington.  D  C.  20429. 

Record  aceem  procedures:  Same  as  "Notification"  above. 

Contesting  record  procedures:  Same  as  "Notification"  above. 

Record  source  categories:  The  medical  records  are  compiled  by 
the  employee  and  the  nurse  during  the  course  of  vbits  to  the 
Health  Unit  for  treatment.  The  information  on  the  emergency  con¬ 
tact  sheet  b  supplied  by  the  employee. 

Systems  exempted  from  certain  provtsioas  of  the  act:  None. 

APPENDIX  A 

FEDERAL  DEPOSIT  INSURANCE  CORPORATION 
REGIONAL  OFFICES 

Atlanta  Regional  Office,  FDIC 
2  Peachtree  Street.  NW. 

Suite  3030 

Atlanta,  Geoigja  30303 

Boston  Regional  Office,  FDIC 
2  Center  Plaza,  Room  810 
Boston,  Massachusetts  02108 

Chicago  Regional  Office,  FDIC 
Sears  Tower,  233  S.  Wacker  Dr. 

Suite  6116 


Chicago,  Illinois  60606 
Columbus  Regional  Office.  FDIC 
37  West  Broad  Street 
Suite  600 

Columbus,  Ohio  43215 
Dallas  Regional  Office.  FDIC 
300  No^  Ervay  Street 
Suite  3300 
DaUas,  Texas  7S20I 
Madison  Regional  Office,  FDIC 
1st  Wisconsin  Plaza 
1  South  Pinckney  St. 

8th  Floor 

Madison,  Wisconsin  53703 
Memphis  Regional  Office,  FDIC 
165  Madison  Avenue 
Suite  1010 

Memphis,  Tennessee  38103 
Minneapolis  Regional  Office,  FDIC 
730  S^ond  Avenue,  South 
Suite  266 

Minneapolis,  Minnesota  55402 
New  York  Regional  Office,  FDIC 
345  Park  Avenue 
21  st  Floor 

New  York,  New  York  10022 
Omaha  Regional  Office,  FDIC 
1700  Famam  Street 
Suite  1200 

Omaha,  Nebraska  68102 
Philadelphb  Regional  Office.  FDIC 
5  Penn  Center  Plaza 
Suite  2901 

Philadelphia,  Pennsylvania  19103 
Richmond  Regional  Office,  FDIC 
906  E.  Main  Street 
Suite  435 

Richmond,  Virginia  23219 
St.  Loub  Rttional  Office,  FDIC 
720  Olive  Street 
Suite  2909 

St.  Louis,  Mbsouri  63101  . 

San  Francisco  Regional  Office,  FDIC 
44  Montgomery  Street 
Suite  2600 

San  Francisco,  California  94104 
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NATIONAL  CAPITAL  PLANNING 
COMMISSION 

PRIVACY  ACT  OF  1974 
Systems  of  Records;  Annual  Publication 

In  accordance  with  Section  S52a(eX4)  of  the  Privacy  Act  of  1974, 
the  National  Capital  Planning  Commission  hereby  publishes  a 
systems  of  records  currently  mauntained  by  the  Commission.  No 
changes  have  occurred  since  the  last  completed  publication  on 
February  8.  1977  (42  F.R.,  page  8028). 

Daniel  H.  Shear, 

Secretary. 

Table  of  Coateata 

Commission  Members  and  Ahemates— NCPC. 

Mailing  Lists— NCPC.  ^ 

Payroll  Records— NCPC. 

Appendix 

NCPC— 1 

System  name:  Commission  Members  and  Alternates— NCPC. 

System  location:  National  Capital  Planning  Commission,  1325  G 
Street,  NW.,  Washington,  D.C.  20576. 

Catego^a  of  iadhrlduals  covered  by  the  system:  Past  and  present 
Commission  Members  and  Alternates. 

Categories  of  records  in  the  system:  Bio^phical  information  and 
information  on  the  official  Commission  actions  taken  by  a  Commis¬ 
sioner  or  Alternate. 

Anthorfty  (or  maintenance  of  the  system:  National  Capital 
Planning  Act  of  1952,  as  amended  (40  U.S.C.  71a(c)). 

Routine  uses  of  records  maintained  In  the  system,  Inclnd^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  appendix;  also  to 
assist  in  preparation  of  public  relations  materials  a^  in  responding 
to  requests  for  biograpiucal  information  from  the  public. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  rctalnlag, 
and  disposing  o(  records  In  the  system: 

Storage:  File  folders. 

RetrlevabtUty:  Name. 

Safeguards:  Stored  in  guarded  building  in  locked  files;  released 
only  pursuant  to  Freedom  of  Information  Act  or  as  needed  in  press 
lelMses. 

Retention  and  disposal:  Permanent,  no  disposal. 

System  maaagerls)  and  address: 

Associate  Secretary 

National  Capital  Planing  Commission 

1325  G  Street.  NW. 

Washington,  D.C.  20576 

Notification  procedure:  Same  as  above. 

Record  accem  procedures:  Generally  by  submitting  written  request 
to  the  System  Manager.  A  copy  of  the  Commission’s  Privacy  Act 
procedures  will  be  sent  upon  request. 

Contesting  record  procedures:  Generally  by  submitt^  written 
request  to  the  System  Manager.  A  copy  of  the  Commission’s  Priva¬ 
cy  Act  procedures  will  be  sent  upon  request. 

Record  source  categories:  Individuals  on  whom  records  are  main¬ 
tained,  press. 

NCPC— 2 

System  name:  Mailing  Lists— NCPC.  * 

System  location:  National  Capital  Planning  Commission,  1325  G 
Street,  NW.,  Washington,  D.C.  20576. 

Categories  <rf  Indlvkluals  covered  by  the  system:  Federal,  State, 
and  lo^  government  officials,  neighborhood  groups,  and  private 
citizens  in  the  National  Capital  Region. 

Categories  of  records  In  the  system:  Names  and  addresses  of  in¬ 
dividuals  and,  where  applicable,  the  organization,  group,  institution 
represented  by  the  individual. 

Authority  (or  maintenance  of  the  system:  The  National  Capital 
Planning  Act  of  1952,  as  amended  (40  U.S.C.  71a(c)). 

Routine  uses  of  records  maintained  In  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  appendix;  also  to 
provide  information  on  Commission  policy,  procedures  and  meeting 
agendas  to  interested  parties  and  persons. 


Policies  and  practices  lor  storing,  retrieving,  accessing,  retalnMg, 
and  of  records  in  the  siystem: 

Storage:  Paper. 

RetrlevahUky:  Name. 

Safeguards:  Stored  in  guarded  building  in  locked  filet;  released 
only  to  authorized  perMnnel  such  as  clerical  staff  preparing 
madings  to  those  on  tte  lut 

Retention  and  disposal:  At  direction  of  those  on  list. 

System  asaaager(s)  and  addrem: 

Associate  Secretary 

National  Capital  Planning  Commission 

1325  G  Street.  NW. 

Washington,  D.C.  20576 

Notification  procedure:  Same  as  above. 

Record  accem  procedures:  GeneraDy  by  submitting  written  request 
to  the  System  Manager.  A  copy  of  the  Commission’s  Privacy  Act 
procedures  will  be  sent  upon  request. 

Contesting  record  procedures:  Generally  by  submitting  written 
request  to  toe  System  Manager.  A  copy  of  the  Commission’s  Priva¬ 
cy  Act  procedures  wdl  be  sent  upon  request. 

Record  source  categories:  Individuals  on  whom  records  are  main¬ 
tained. 

.  NCPC— 3 

System  name:  Payroll  Records— NCPC. 

System  location:  General  Services  Administration.  Region  3,  7th 
and  D  Streets,  SW.,  Washington,  D.C.  20407;  copies  held  by  (Tom- 
mission.  (GSA  holds  records  for  the  Commission  under  Memoran¬ 
dum  of  Afpeement). 

Categorlm  of  fasdlvIdualB  covered  by  the  system:  Commission  em¬ 
ployees. 

Categories  of  records  In  the  system:  Varied  payroD  records  inchid- 
i^  time  and  attendance  cards,  paynmnt  vouchers,  comprehensive 
listings  of  employees,  health  befits  and  Government  life  in¬ 
surance  records,  requests  for  deductions,  tax  forms,  W-2  forms, 
leave  data,  retirement  records,  notification  of  personnel  actions. 

Authority  for  maintenance  of  the  system:  *  Title  31.  U.S.C. 
generally. 

Routliie  uses  of  records  maintained  in  the  system,  including  c^ego- 
rles  of  users  and  the  pswpoaes  of  sneh  uses:  Preparation  of  sal^ 
checks  and  maintenance  of  leave  records;  records  are  also  released 
to  GAO  for  audits,  to  the  IRS  for  investigations,  to  the  Civil  Ser¬ 
vice  Commission  (CSC)  concerning  pay,  benefits,  retirement  deduc¬ 
tions  and  other  information  necessary  for  the  CSC  to  carry  out  its 
(jovemment-wide  personnel  management  functions.  Disclosure  may 
be  made  to  a  congressional  office  from  the  record  of  an  individu^ 
in  response  to  an  mquiry  from  the  congressional  office  made  at  the 
request  of  that  individual.  Routine  uses  of  records  maintained  in 
this  system  shall  include  providing  a  copy  ol  an  employee’s  Depart¬ 
ment  of  the  Treasury  Form  W-2,  Wage  and  Tax  Statement,  to  the 
State,  city,  or  other  local  jurisdiction  which  is  authorized  to  tax  the 
employee’s  compensation.  The  record  will  be  provided  in  ac- 
coi^ance  with  a  withholding  agreement  between  the  State,  chy  or 
other  local  jurisdiction  and  the  Department  of  the  Treasury  pur¬ 
suant  to  5  U.S.C.  5516,  5517.  or  55^,  or  in  the  absence  thereof,  in 
response  to  a  written  request  from  an  appropriate  official  of  the 
taxmg  jurisdiction  of  the  Assistant  Executive  Director 
(Administration).  National  Capital  Planning  (Tommission,  1325  G 
Street,  NW.,  Washington,  D.C.  20576.  The  request  must  include  a 
copy  of  the  applicaMe  statute  or  ordinance  authorizing  the  taxation 
of  compensation  and  should  indicate  whether  the  authority  of  the 
jurisdiction  to  tax  the  employee  is  based  on  place  of  residence, 
place  of  employment,  or  both. 

Pursuant  to  a  withholding  agreement  between  a  city  and  the  De¬ 
partment  of  the  Treasury  (5  U.S.C.  5520),  copies  of  executed  city 
tax  withholding  certificates  shaD  be  furnished  the  city  in  response 
to  a  written  request  from  an  appropriate  chy  onidal  to  the 
Assistant  Executive  Director  (Admuustration). 

In  the  absence  of  a  withholding  agreraent,  the  social  security 
number  wiU  be  furnished  cmly  to  a  taxing  jurisdiction  which  has 
furnished  this  agency  with  evidence  of  its  independent  authmity  to 
compel  disclosure  of  the  social  sccuihy  number,  in  accordance  with 
Section  7  of  the  Privacy  Act,  PuUic  Law  93-579. 

Also  see  appendix. 

Policies  and  praetkes  tor  storing,  retrieving,  nccealng,  retaining, 
and  dlspodng  of  records  In  the  syaleai: 

Storage:  Paper  and  tape. 
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EtCrievablUljr:  Nunc  ud  Social  Security  Number. 

Safegnardt:  Stored  in  guarded  building  in  locked  filet;  releated 
only  to  authorized  pertonnel  tuch  at  ttaff  in  the  Committion’t  Ad- 
minittrative  Office  retpontible  for  maintaining  time  and  attendance 
tecordt. 

Rctanftlon  and  dkpoaal:  In  accordance  with  the  GSA  General 
Recordt  Schedule  2  and  the  GAO  Manual  for  Guidance  of  Federal 
Agenciet. 

Syatem  auuaagertt)  and  addreat; 

Attittant  Executive  Director  (Adminittration) 

National  Capital  Planning  Committion 
1325  G  Street,  NW. 

Wathington,  D.C.  20576 

Nodflcatloa  procedure;  Same  at  above. 

Record  acceaa  procednret:  Generally  by  submitti^  written  request 
to  the  Syttem  Manager.  A  copy  of  the  Committion't  Privacy  Act 
proceduret  will  be  tent  upon  requett. 

Contcatlag  record  proceduret:  GeneraDy  by  tubmitting  written 
requett  to  the  Syttem  Manager.  A  copy  of  the  Committion’t  Priva¬ 
cy  Act  proceduret  wUl  be  tent  upon  request. 

Record  tource  categoiica:  Individuali  on  whom  recordt  are  main¬ 
tained. 

Appendix:  NCPC 

In  the  event  that  a  tyttem  of  recordt  maintained  by  this  agency 
to  carry  out  itt  functions  indicates  a  violation  or  potential  violation 
of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
-arising  by  general  statute  or  partkulu’  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records 
in  the  tyttem  of  records  may  be  referred,  as  a' "routine  use",  to 
the  appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  inves^ating  or  prosecuting  such 
violations  or  charged  with  enforcing  or  implemening  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 


A  record  from  this  tyttem  of  recordt  may  be  disclosed  at  a 
"routine  use"  to  a  Federal,  State,  or  local  agency  nuintaing  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  mformation,  tuch  as  current  licenses,  if  necettary,  to  obtain 
information  relevant  to  an  awncy  decision  coiKerning  the  hiring  or 
retention  of  any  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

A  record  from  this  syttem  of  recordt  may  be  disclosed  to  a 
Federal  agency,  in  response  to  its  requett,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  licente,  grant,  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

A  record  from  this  system  or  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investigator,  arbitrator,  or  other 
duly  authorized  officiiJ  engaged  in  investigation  or  settlement  of  a 
grievance,  complaint,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civil  Service  Commission  in  accordance  with  the  agency’s  respon¬ 
sibility  for  evalutation  and  oversight  of  Federal  personnel  manage¬ 
ment. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  Federal  agency  for  purposes  of  audit. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
"routine  use"  to  a  Member  of  Congress  or  to  a  congressional  staff 
member  in  response  to  an  inquiry  of  the  congressional  office  made 
at  the  request  of  the  individual  about  whom  the  record  is-  main¬ 
tained. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  this  agency 
under  agreement  with  GSA. 


[FR  Doc .77-27900  Filed  9-22-77; 8; 45  am] 
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PRIVACY  ACT  ISSUANCES 


NATIONAL  CREDIT  UNION 
ADMINISTRATION 
PRIVACY  ACT  OF  1974 
Systems  of  Records;  Anniuil  Publkatkm 

Pursuant  to  S  U.S.C.  SS2a(eX4),  the  National  Credit  Union  Ad¬ 
ministration  hereby  publishes  the  systems  of  records  as  currently 
maintained  by  the  Acency.  The  systems  were  last  published  at 
pages  44962  throu[^  44990  of  the  October  13,  1976,  e^tion  Ot  the 
Federal  Register.  Ten  more  systems  were  proposed  at  pages  9731 
through  973S  of  the  February  17,  1977,  issue  of  the  Federal  Re¬ 
gister,  with  a  30  day  comment  period. 

The  October  13.  1976,  publication  is  herein  revised  by  adoption 
of  the  Febniary  17,  1977,  proposal  (upon  which  no  puMic  com¬ 
ments  were  received),  and  by  adding  an  appendix  suggested  by  the 
General  Services  Administration  to  cover  as  routine  uses  tranters 
of  records  from  the  National  Credit  Union  Administration  to  GSLA. 
Editorial  changes  were  also  made  to  clarify  certain  sections,  but 
none  of  these  alterations  are  substantive  to  as  to  require  a  comment 
period. 

Accordingly,  the  National  (Tredit  Union  Administratioo’s  October 
13,  1976,  “Notice  of  Existence  and  Character  Systems  of 
Records*’,  as  revised  by  the  February  17,  1977,  proposal,  is 
adopted,  effective  immediately  including  the  above  stati^  altera¬ 
tions. 

August  17,  1977. 

C.  Austin  Montgomery, 

Administrator. 

Authority;  Sec.  120,  73  Stot.  635  (12  U.S.C.  1766)  and  Sec.  209, 
84  Stat.  1014  (12  U.S.C.  1789). 


(23)  Merit  Promotioo  Pragmnt  Violaliom;  Investigative  Reports. 
NCUA 

(24)  Employee  Relatioas  PQe,  NCUA 

(25)  Employee  Injury  FQe.  NCUA 

(26)  En^iloyee  Retirenient  FQe,  YlCU A 

(27)  Emergency  Informatiaa  (Employee)  FQe,  NC^A 

(28)  Employee  TrainingfOHeer  Development  Inventory.  NCUA. 

(29)  N(rUA  Executive  Management  DevelopmeiU  System. 
NCUA 

(30)  Consumer  Inquiry  Records  and  data,  NCUA 

NCUA-I 

System  name:  Equal  Employment  Opportunity  Grievance  and  Dis¬ 
crimination 

Complaint  Records,  NCUA 

System  locathm:  National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington.  DC  20456 

C^ategorieB  of  ImNvIdnals  covered  by  the  system:  NCUA  personnel 
who  have  filed  a  grievance  or  forn^  oornplaint  of  discrimiitation 
under  the  Equal  Employment  Opportunity  Act 
Categories  of  recrwds  in  the  system:  Reports  made  by  supervisors. 
EEO  counselors;  formal  letters  advising  of  receipt  of  discrimination 
complaint/grievance;  notices  of  final  agency  decision;  formal 
requests  to  and  responses  from  CSC  for  complaints  examiner. 

Authority  (or  maiaienanoc  of  the  qrstem:  Executive  Order  N. 
11478,  Aug.  8.  1969,  34  F.R.  12965. 

Routine  uses  of  records  mahrlained  In  (he  lystrm,  Includiag  catego¬ 
ries  of  users  and  the  pinpoats  of  snch  nses:  Formal  or  informal  set¬ 
tlement  of  discrimiiutioo  complaints/grievances.  Disclosure  may  be 
made  to  a  congressional  office  from  the  record  of  am  individual  in 
.  response  to  an  inqu^  from  the  congressional  office  made  at  the 
request  of  that  individw. 


TABLE  OF  CXmTENTS 
List  of  System  Names 

(1)  Equal  Employment  Opportunity  Grievance  artd  Discrimination 
(}oaq>laint  Records.  NdTJA. 

(2)  Federal  Employee  Security  Investigations  CUmtaining  Adverse 
Information,  NCUA.  (This  system  is  subject  to  Subsection  (KK5) 
to  the  extent  it  contains  information  provided  by  confidential 
sources.) 

(3)  Intergovernmental  Personitel  Act  Records,  NCUA. 

(4)  Investigative  Reports  Involving  PossiUe  Felonies  and/or 
Violations  of  Federal  Credit  Union  Act,  NCUA.  (This  system  is 
subjttted  to  a  specific  exemption  pursuant  to  Subsection  SS2(KX2)  as  it 
consists  of  investigatory  material  compiled  for  law  enforcement 
puiposes.) 

(5)  Acquired  Assets  and  Share  Payouts  Records  System,  NCUA. 

(6)  Member  Account  Records  of  Federally  Insured  Credit  Unkms 
Qosed  for  Involuntary  Liquidation,  NCUA. 

(7)  Minority  Group  Designator  System  (MGD),  NCUA. 

(8)  New  Examiner  Training  Files,  NCUA. 

(9)  Payroll  Records  System,  NCUA. 

(10)  Promotion  (Qualification  Ranking  List  of  Career  NCTUA  Ex¬ 
aminers,  by  Pay  Grade,  NCUA. 

(11)  Region  I  Regioiud  Office  Staff  Development/Correspondence 
Records,  NCUA. 

(12)  Region  II  Regional  Office  Staff  Develop¬ 

ment/Correspondence  Records,  NCUA. 

(13)  Region  m  Regional  Office  Staff  Develop- 

ment/Correspondence  Records,  NCUA. 

(14)  Region  IV  Regional  Office  Staff  Develop¬ 
ment/Correspondence  Records,  NCUA.  . 

(15)  Region  V  Regional  Office  Staff  Develop- 

ment/Correspondence  Records,  NCUA. 

(16)  Region  VI  Regional  Office  Staff  Develop¬ 

ment/Correspondence  Records,  NCUA. 

(17)  Security  Clearance  Records  Concerning  NCUA  Personnel 
Who  Occupy  Critical-Sensitive  Positions,  NCUA.  (This  system  is 
subject  to  a  spei^ic  exemption  pursuant  to  Subsection  (KX5)  to  the 
extent  it  contains  information  provided  by  confidential  sources.) 

(18)  Trusteed  Account  Records  System,  NCUA. 

(19)  Verified  Employee  Mailing  Last,  NCUA. 

(20)  Travel  System,  NCUA. 

(21)  Breach  of  Trust  Schedule;  Nonfederal  Credit  Union  Share 
Insurance  Applicants,  NCUA. 

(22)  Adverse  Report  of  Official;  Federal  Credit  Union  Charter 
Applicants,  NCUA. 


Policies  ■«««*  pndlocs  for  aloclHg,  refiievhig,  ■oocaring*  rctalaiag, 
aad  dhnosliig  of  records  hi  (he  ^ylst  Storage — maintained  in  the 
form  of  paper  hard  copy.  RetrievabOity — system  is  indexed  by 
name.  Safeguards— lecoids  are  maintain^  in  locked  file  cabinet, 
accessible  only  to  the  Security  Officer  and  his  designated 
assistants.  Retention  and  disposal — in  accordance  with  GSA  regula¬ 
tions.  the  complaint  file  is  retained  seven  years,  duplicates  or  co¬ 
pies  are  retain^  one  year  and  background  information  not  needed 
m  the  complaint  file  is  disposed  of  or  returned  to  the  originator 
after  three  years. 

System  managerfs)  and  address:  Security  Officer 

National  Credit  Union  Administration 

2025  M  Street.  NW. 

Washington,  DC  20456 

NodficatkNi  procedarr .  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesdiig  record  procedsancs:  Same  as  above. 

Record  aource  categories:  Individual  who  has  filed 
grievance/complaint,  supervisors  of  individual.  EEO  counselors. 

NCUA.2 

System  name:  Federal  Employee  Security  Investigations  Containing 

Adverse  Information,  NCUA. 

System  location:  National  Credit  Union  Administration 

2025  M  Street.  NW. 

Room  3202 

Washington,  DC  20456 

Categories  of  individiials  covered  by  the  system:  NCUA  employees 
on  whom  a  routine  CTSC  security  investigation  has  been  conducted, 
the  results  of  which  contain  adverse  information. 

Categories  of  records  in  the  system:  May  consist  of  police  records 
and/or  information  on  moral  character,  integrity  or  loyalty  to  the 
United  States. 

Authority  (or  mahitmsnrr  of  the  system:  Records  maintained  pur¬ 
suant  to  Civil  Service  Commission  requirements.  Separate  notice  is 
published  because  these  records  are  maintained  separately  to*  pro¬ 
vide  extraordinary  saf^uards  against  unwarranted  access  and  dis¬ 
closures. 

Routine  uses  of  records  umlataiaed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  IlKords  are  reviewed  by 
the  NCUA  Security  Officer,  and  if  determined  to  be  of  substantive 
nature,  they  are  forwarded  to  the  Administrator,  NCUA,  for  what¬ 
ever  action,  if  any.  is  deemed  necessary.  Referral  of  relevant  infor- 
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mation  in  this  system  may  be  made,  as  a  routine  use.  to  any  ap¬ 
propriate  agency  or  official  in  the  course  of  an  employment  or 
security  clearance  investigation,  or  to  any  appropriate  agency,  offi¬ 
cial,  court,  ntagistrate.  administrative  tribuiial  or  opposing  party  in 
the  course  of  investigation  or  prosecution  of  a  violation  or  alleged 
or  potential  violation  of  any  civil  or  criminal  law,  rule,  regulation  or 
order,  or  in  the  course  of  implementation  of  the  law.  rule,  regula¬ 
tion  or  order.  Disclosure  may  be  made  to  a  congressional  office 
from  the  record  of  an  individual  in  response  to  an  inquiry  from  the 
congressional  office  made  at  the  request  of  that  individual. 

Pollcka  and  practices  for  staring,  retrieving,  acccaaing.  retaining, 
and  dispaaing  of  records  in  the  system:  Storage — paper  hard  copy. 
Retrievability — system  is  indexed  by  name.  Safeguards — records 
maintained  in  a  locked  safe  accessible  only  to  the  Security  Officer 
and  his  designated  assistants.  Records  arc  further  secured  in  a 
locked  safe  accessible  only  to  the  Security  Officer  and  his 
designated  assistants.  Retention  and  disposal — once  disposition,  if 
any,  has  been  made,  a  record  is  maintained  until  the  individual 
whom  it  concerns  has  left  the  employ  of  NCUA,  whereupon  it  is 
either  returned  to  the  originating  agency  or  destroyed. 

System  manager(s)  and  address;  Security  Officer 
National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  DC  20456 

Nottfkation  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Bureau  of  Personnel  Investigations 
Civil  Service  Commission 
Federal  Bureau  of  Investigations 

Systems  exempted  from  certain  provisions  of  the  act:  In  addition  to 
any  exemption  to  which  this  system  is  subiected  by  Notices 
published  by  or  regulations  promulgated  by  the  Gvil  Service  Com¬ 
mission,  the  system  is  subjected  to  a  specific  exemption  pursuant 
to  5  U.S.C.  552a(kK5)  to  the  extent  that  disclosures  would  reveal  a 
source  who  furnished  information  under  an  express  promise  of  con¬ 
fidentiality.  or,  prior  to  September  27,  1975,  under  an  express  or 
implied  promise  of  confidentiality. 

NCUA-3 

System  name:  Intergovernmental  Personnel  Act  Records,  NCUA. 
System  location:  Ehvision  of  Training 
National  Credit  Union  Administration 
nil  18th  Street,  NW. 

Room  400 

Washington,  DC  20456 

Categories  of  individuals  covered  by  the  system:  Participants  in  In- 
tergoverrunental  Persoruiel  Act  Coriferences  artd  Mobility  Assign¬ 
ments. 

Categories  of  records  in  the  system:  Required  Qvil  Service  Com¬ 
mission  Report. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  4101,  et  seq. 
Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  carry  out  joint 
Federal-State  programs,  arid  make  reporting  internally  and  to  the 
Gvil  Service  Commission.  Disclosure  may  be  made  to  a  congres- 
sioruil  office  from  the  record  of  an  iiKlividual  in  response  to  an 
inquiry  from  the  congressional  office  made  at  the  reqitest  of  that 
individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — maintained  on 
paper  hard  copy.  Retrievability — indexed  by  name. 
Safeguards — records  are  stored  in  file  cabinets  in  secured  offices  of 
the  Division  of  Training.  Retention  and  disposal — records  are 
purged  armually  for  those  employees  no  longer  participating  in  the 
program. 

System  managerfs)  and  address:  Director,  Division  of  Training 
National  Credit  Union  Administration 
nil  18th  Street.  NW. 

Room  400 
Washington,  DC 

Nodficatfon  procedure:  Same  as  above. 

Recoed  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained,  supervisors  of  the  individual  and  Civil  Service  Commission. 


NCUA-4 

System  name:  Investigative  Reports  Involving  Possible  Felonies 
and/or  Violations  of  Federal  Credit  Union  Act. 

System  locatioa:  Natioruil  Credit  Union  Administration 

2025  M  Street,  NW. 

Washington,  DC  20456 

Categories  of  individuals  covered  by  the  system:  Credit  union  em¬ 
ployees  who  have  misused  or  are  suspected  of  having  misused  their 
trust  in  the  credit  union,  and  who  have  subsequently  been  in¬ 
vestigated  or  prosecuted.  Also,  records  may  be  maintam^  concern¬ 
ing  credit  union  members  involved  or  suspected  of  involvement  in 
felonies  or  infractions  under  the  Federal  Credit  Union  Act.  and 
records  are  maintained  on  robberies,  burglaries  and  other  crimes 
against  credit  unions.  Information  in  this  system  only  rarely  in¬ 
cludes  names  or  other  identities  for  suspected  perpetrators. 

Categorin  of  records  in  the  system;  Investigative  reports  relating 
to  possible  felonies  and  violations  of  the  Federal  Credit  Union  Act 
(embezzlements,  improper  allocation  of  credit  union  funds,  etc.). 

Authority  for  maintenance  of  the  system:  12  U.S.C.  1766,  1789. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  if  any  ac¬ 
tion  should  be  taken.  Referral  of  information  in  this  system  may  be 
made,  as  a  routine  use,  to  any  aipropriate  ageiKy  or  official  in  the 
course  of  an  employment  or  security  clearance  investigation,  to  any 
appropriate  agency  or  official  in  the  course  of  collection  of  an  out¬ 
standing  claim,  to  any  appropriate  agency,  official,  court,  magis¬ 
trate.  or  administrative  tribunal  or  opposing  party  in  the  course  of 
invest^tion  or  prosecution  of  a  violation  or  alleged  or  potential 
violation  of  any  civil  or  criminal  law  or  rule,  r^^ulation  or  order,  or 
in  the  course  of  implenKntation  of  the  law,  rule,  regulation  or 
order.  Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainii^, 
and  disposing  of  records  in  the  system:  Storage — records  are  main¬ 
tained  on  paper  hard  copy.  Retrievability — system  is  indexed  by 
credit  union  name.  Safeguards — records  are  maintained  in  a 
separate  locked  room  accessible  only  to  the  Security  Officer  and 
his  designated  assistants.  The  records  are  further  secured  in  a 
locked  safe  accessible  only  to  the  Security  Officer  and  his 
designated  assistants.  Retention  and  disposal-^ter  records  have 
served  the  operational  needs  of  NCUA  and  after  disposition  of  the 
subject  matter  of  the  records,  they  are  returned  to  the  originating 
agency  or  destroyed. 

System  manageris)  and  addrem:  Security  Officer 

National  Credit  Union  Administration 

2025  M  Street,  NW. 

Room  3202 

Washington,  DC  20456 

Notifkatioo  procedure:  Same  as  above,  subject  to  exemption 
discussed  below. 

Record  access  procedures:  Same  as  above,  subject  to  exemption 
discussed  below. 

Contesting  record  procedures:  Same  as  above,  subject  to  exen^v 
tion  discuss^  below. 

Record  source  categories:  Federal  Bureau  of  Investigation,  in¬ 
vestigative  branches  of  the  three  armed  services  of  the  Department 
of  Defense. 

Systems  exempted  from  certain  provisions  of  the  act:  This  system 
is  subjected  to  a  specific  exemption  pursuant  to  5  U.S.C. 
552a(kX2).  as  the  system  of  records  is  investigatory  material  com¬ 
piled  for  law  enforcement  purposes. 

NCUA-5  - 

System  name:  Acquired  Assets  and  Share  Payouts  Records  System, 
NCUA. 

System  location:  Office  of  Fiscal  Affairs 

National  Credit  Union  Administration 

2025  M  Street,  NW. 

Washington,  DC  20456 

Categories  of  individuals  covered  by  the  system:  Members  of 
liquidating  federally-insured  credit  unions 

Categories  of  records  in  the  system:  Share  and  account  balances, 
personal  data  regarding  income  and  debts,  payment  history. 

Authority  for  maintenance  of  the  system:  12  U.S.C.  1787. 
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Routtne  uses  of  records  maintained  in  the  system,  including  catego* 
lies  of  users  and  the  purposes  of  such  uses:  Data  used  for  payment 
of  insurance  claims  to  shareholders  in  liquidating  federally-insured 
credit  unions,  for  use  in  the  collection  of  outstanding  loans,  which 
may  include,  inter  alia,  referral  of  information  to  the  General  Ac¬ 
counting  Officer  or  the  Department  of  Justice,  and  geiterally  for  all 
purposes  necessary  to  wind  up  the  affairs  of  the  closed  credit  union 
and  carry  out  all  appropriate  liquidation  related  functions  of 
NCUA,  including  referral  of  necessary  information  to  facilitate  a 
purchase  of  its  assets  by  NCUA  or  sale  to  a  third  party,  before  or 
after  such  purchase,  referral  of  tKMicredit  information  to  outside  ad¬ 
dress  locaters,  artd  referral  of  information  to  a  surety  company  in 
pursuit  of  a  hdelity  bond  claim.  Referral  of  information  in  this 
system  may  also  be  made,  as  a  routine  use,  to  any  appropriate 
agency,  official,  court,  magistrate,  administrative  tribunal  or  oppos¬ 
ing  party  in  the  course  of  investigation  or  prosecution  of  a  violation 
or  aileg^  or  potential  violation  of  any  civil  or  criminal  law  or  rule, 
regulation  or  order  or  in  the  course  of  implementation  of  the  law, 
rule,  regulation  or  order.  Disclosure  may  be  made  to  a  congres¬ 
sional  office  from  the  record  of  an  individual  in  response  to  an 
inquiry  from  the  congressional  office  made  at  the  request  of  that 
individual. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — information  is  ini¬ 
tially  compiled  on  data  conversion  sheets  prepared  by  NCUA  ex- 
amiiters  acting  as  on-site  liquidators.  That  data  is  stored  on  com¬ 
puter  tape,  from  which  loan  registers  may  be  prepared  and 
furnished  to  NCUA  regional  offices  or  prospective  purchasers  of 
the  assets  of  closed  credit  unions.  In  addition  to  data  stored  on 
computer  tape,  data  conversion  sheets,  loan  registers,  essential 
share  and  loan  documents  and  members'  filed  claim  forms  are 
maintained  on  paper  hard  copy.  Copies  of  share  and  loan  docu¬ 
ments,  incoming  payments  and  loan  portfolios  may  also  be  main¬ 
tained  on  microfilm  copy.  Retrievability — index^  by  name  of 
member  and  closed  insur^  credit  union.  Safeguards — records  are 
maintained  in  secured  offices  of  the  National  Credit  Union  Ad¬ 
ministration's  Division  of  Financial  Management.  Retention  and 
disposal — information  is  disposed  of  after  ten  years  retention. 

System  nnanager(s)  and  address:  Assistant  Administrator  for 
Fiscal  Affairs 

National  Credit  Union  Administration 

2025  M  Street,  NW. 

Washington,  DC  20456 

Notification  procedure:  Same  as  above.  Written  inquiries  should 
include  name  of  inquirer,  name  of  closed  insured  cr^t  union  of 
which  inquirer  was  a  member,  and  share  and  loan  account  num¬ 
bers,  if  known,  in  addition  to  any  requirements  set  by  12  CFR  Part 
720,  Subpart  B. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained,  outside  address  locaters  and  share  and  loan  account  files  of 
the  liquidating  credit  union  of  which  the  individual  was  a  member. 

NCUA-6 

System  name:  Member  Account  Records  of  Federally  Insured 
Credit  Unions 

Closed  for  Involuntary  Liquidation,  NCUA. 

System  location:  Records  within  this  system  of  records  are 
located  at  one  of  the  National  Credit  Union  Administration  Re¬ 
gional  Offices  as  indicated  below  for  a  period  of  time  necessary  to 
answer  inquiries  of  credit  union  members  and  transfer  share  and 
loan  records  and  information  to  NCUA's  Division  of  Financial 
Management.  Washington.  DC.  or  an  outside  purchaser.  After  such 
time,  the  remaining  records  are  transferred  for  storage  to  one  of 
twelve  General  Services  Administration  records  storage  centers. 

I.  NCUA  Region  I  Regional  Office  State  Street  South  Building, 
Room  3E  1776  Heritage  Drive  Boston,  Massachusetts  02I7I  Phone: 
(617)  223-6807 

If  the  main  office  of  the  federally-insured  credit  union  being 
liquidated  is  in  Connecticut,'  Maine,  Massachusetts,  New 
Hampshire,  New  York,  Puerto  Rico,  Rhode  Island,  Virgin  Islands, 
Vermont,  the  records  will  be  at  the  above  address  before  being  ^ 
transferred  to  a  GSA  storage  center,  NCUA's  Loan  Management 
System,  or  an  outside  purchaser. 


II.  NCUA  R^on  II  Regional  Office 
Federal  Building 
228  Walnut  St.,  Box  926 
Harrisburg,  Pennsylvania  17108 
Phone:  (717)  782-4595 

If  the  main  office  of  the  federally-insured  credit  union  being 
liquidated  is  in  District  of  Columbia.  Delaware,  Maryland.  New 
Jersey.  Petmsylvania,  the  records  vidll  be  at  the  above  address  be¬ 
fore  being  transferred  to  a  GSA  storage  center,  NCUA's  Loan 
Management  System,  or  an  outside  purchaser. 

in.  NCUA  Region  HI  Regional  Office 
1365  Peachtree  Street 
Suite  500 

Atlanta.  Georgia  30309 
Phone:  (404)  526-3127 

If  the  main  office  of  the  federally-insured  credit  union  being 
liquidated  is  in  Alabama,  Panama  Caiud  ZotK,  Florida,  Georgia, 
Kentucky.  Mississippi.  North  Carolina,  Tennessee,  Virginia,  ScMth 
Carolina,  West  Virginia,  the  records  will  be  at  the  above  address 
before  being  transferred  to  a  GSA  storage  center,  NCUA's  Loan 
Management  System,  or  an  outside  purchaser. 

rv.  NCUA  Region  FV  Regional  Office 
New  Federal  Building 
234  N.  Summit  St.,  Room  704 
Toledo.  Ohio  43604 
Phone:  (419)  259-7511 

If  the  main  office  of  the  federally-insured  credit  union  being 
liquidated  is  in  Illinois,  Iixliana,  Iowa,  Michigan,  Minnesota,  North 
D^ota,  Ohio,  South  Dakota,  Wisconsin,  the  records  will  be  at  the 
above  address  before  being  transferred  to  a  GSA  storage  center, 
NCUA's  Loan  Management  System,  or  an  outside  purchaser. 

V.  NCUA  Region  V  Region^  Office 
515  Congress  Avenue 

Suite  1400 

Austin.  Texas  78701 
Phone:  (512)  397-5131 

If  the  main  office  of  the  federally-insured  credit  imion  being 
liquidated  is  in  Arkansas,  Colorado,  Kansas.  Louisiana,  Missouri. 
Nebraska,  New  Mexico,  Oklahoma,  Texas.  Utah.  Wyoming,  the 
records  will  be  at  the  above  address  before  being  transferred  to  a 
GSA  storage  center.  NCUA's  Loan  Management  System,  or  an 
outside  purchaser. 

VI.  NCUA  Region  VI  Regional  Office 
Two  Embarcadero  Center 

Suite  1830 

San  FratKisco,  Clalifomia  941 1 1 
Phone:  (415)  556-6277 

If  the  main  office  of  the  federally-insured  credit  union  being 
liquidated  is  in  Alaska,  California,  Guam,  Hawaii,  Idaho,  Montana, 
Nevada,  Oregon,  Washin^on,  Ahzona,  the  records  will  be  at  the 
above  address  before  being  transferred  to  a  GSA  storage  center, 
NCUA's  Loan  Management  System,  or  an  outside  purchaser. 

Categories  of  individuals  covered  by  the  system:  Records  in  this 
system  of  records  are  maintained  only  on  those  individuals  who 
were  members  of  a  federally-insured  credit  union  closed  for 
liquidation  and  for  which  the  Administrator,  NCUA,  served  as 
liquidating  agent  pursuant  to  12  U.S.C.  1787.  Records  in  this 'system 
an  subject  to  the  provisions  of  the  Privacy  Act  only  upon  comple¬ 
tion  of  the  liquidation  of  a  closed  federally-insured  cretht  union  atKl 
cancellation  of  the  charter  thereof., Prior  to  such  time,  records  of  a 
closed  insured  credit  union  which  are  held  by  the  Administrator. 
NCl)A,  only  in  his  capacity  as  liquidating  a^nt  for  the  closed 
credit  union  are  not  ‘agency  records'  within  the  meaning  of  the 
Privacy  Act,  and  thus  the  provisions  of  the  Act  have  no  applicabili¬ 
ty.  Prior  to  charter  cancellation,  however,  records  or  information 
may  be  transmitted  from  this  system  into  another  NCUA  system  of 
records,  such  as  NCUA  System  5 — Acquired  Assets  and  Share 
Payouts  Records  System,  and  in  such  a  case,  the  records  as  con¬ 
tained  in  the  secorid  system  will  be  considered  agency  records  to 
the  extent  that  they  are  maintained  for  purpose  other  than  attributa¬ 
ble  to  fuiKtions  of  the  liquidating  agent  (e.g.,  for  share  insurance 
payout  purposes,  collection  of  purchased  assets,  etc.). 

Categories  of  records  in  the  system:  Information  cottceming  an  in¬ 
dividual's  membership  in  and  share  and  loan  transactions  with  the 
credit  union  which  has  been  closed  for  liquidation,  membership 
card,  individual  share  and  loan  ledgers,  and  promissory  notes  and 
extension  agreements,  if  any.  As  further  explained  atove,  in  the 
‘Categories  of  individuals.  .  .’  portion  of  this  descriptive  system 
notice,  records  of  a  closed  insured  credit  union  are  generally  sub- 
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jcct  to  the  provisions  of  the  Privacy  Act  only  upon  completion  of 
the  liquidation  of  the  credit  union  and  cancellation  of  the  charter 
thereof. 

Authority  for  maintenance  of  the  system:  Sections  120(b)  and  2(T7 
of  the  Federal  Credit  Union  Act  (12  U.S.C.  1766(b),  1787). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  puipom  of  such  uses:  Actions  necessary  to 
close  out  the  affairs  of  liquidating  federally-insured  credit  unions, 
including  (i)  referral  of  information  to  cre^t  union  nnembers,  the 
NCUA  Loan  Management  System,  and  any  purchasers,  or  prospec¬ 
tive  purchasers,  of  the  closed  cre^t  union's  assets,  (ii)  referral  of 
information  to  the  credit  union's  surety  in  pursuit  of  fidelity  boird 
claims,  (iii)  referral  of  relevant  information  to  any  appropriate 
agency  or  official  in  the  course  of  collection  of  a  claim  of  the 
United  States,  and  (iv)  referral  of  relevant  information  to  any  ap¬ 
propriate  agency,  official,  court,  magistrate,  administrative  tribunal 
or  opposing  party  in  the  course  of  investigation  or  prosecution  of  a 
violation  or  alleged  or  potential  violation  of  any  civil  or  crimiital 
law  or  rule,  regulation  or  order,  or  in  the  course  of  enforcement  of 
implementation  of  the  law,  rule,  regulation  or  order.  Disclosure 
may  be  made  to  a  congressional  office  from  the  record  of  an  in¬ 
dividual  in  response  to  an  inquiry  from  the  congressional  office 
made  at  the  request  of  that  individual.  While  it  is  the  Administrator 
of  the  National  Credit  Union  Administration's  full  intent  to  coinply 
with  the  spirit  of  the  Privacy  Act  with  regard  to  records  maintained 
within  this  described  system,  it  should  agiun  be  noted  that  the 
provisions  of  the  Privacy  Act  of  1974,  including  a  limitation  of  rou¬ 
tine  uses  to  those  described  herein,  do  not  technically  apply  to  the 
records  until  they  become  'agency'  records,  i.e.,  until  such  time  as 
they  are  transferred  to  another  system  within  NCUA  or  at  such 
time  as  they  revert  to  NCUA  upon  cancellation  of  the  charter  of  a 
closed  credit  union. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retainii^, 
and  dispodng  ii  records  in  the  sy^m:  Storage — records  on  in¬ 
dividual  credit  union  members  in  this  system  of  records  are  main¬ 
tained  on  member  account  documents  as  compiled  by  individual 
credit  unions  prior  to  entering  liquidation.  These  documents  may  in¬ 
clude,  but  are  not  necessarily  limited  to,  membership  cards,  in¬ 
dividual  share  and  loan  ledgers,  notes,  security  documents  and  ex¬ 
tension  agreements.  Retrievability— member  records  are  generally 
ordered  or  indexed  by  member  name  or  account  number. 
Safeguards — records  within  this  system  of  records  are  maintained 
under  the  control  of  a  designated  agent  for  the  liquidating  agent 
who  makes  only  such  disclosures  from  the  records  as  are  necessary 
or  requisite  to  enable  the  Administrator,  NCUA,  to  carry  out  his 
responsibilities  under  the  Federal  Credit  Union  Act,  12  U.S.C. 
1751,  .  Retention  aial  disposal— the  records  are  maintained  in  a  Na¬ 
tional  Credit  Union  Administration  Regional  Office  as  indicated 
under  the  Location  section  of  this  notice,  for  a  period  necessary  to 
answer  iitquiries  of  credit  union  members  and  transfer  appropriate 
share  and  loan  information  to  the  NCUA  Loan  Management 
System,  Washington,  DC.  After  such  time  the  records  are  trans¬ 
ferred  for  permanent  storage  to  one  of  twelve  (jeneral  Services  Ad¬ 
ministration  records  storage  centers. 

System  managerfs)  and  address:  The  system  managers  for  this 
system  of  recoitis  are  the  six  National  Credit  Union  Administration 
Regional  Directors  located  at  the  business  addresses  set  forth  in  the 
Location  section  of  this  notice. 

Notifkation  procedure:  If  an  individual  wants  to  find  out  whether 
the  records  of  a  closed  credit  union  within  this  system  include 
records  pertaining  to  him/her,  s/he  should  write  to  the  Regional 
Director  whose  jurisdiction  includes  the  state  where  the  main  office 
of  the  closed  credit  union  was  located  (see  addresses  in  “System 
location’*  section).  The  inquiry  should  contain  the  name  of  the 
inquirer,  the  name  of  the  clos^  credit  union,  the  inquirer's  credit 
union  account  number  (if  known),  a  description  of  the  records 
sought,  the  approximate  dates  covered  by  the  records  sought,  the 
approximate  dates  covered  by  the  record,  and  the  name  of  the 
system  of  records. 

Record  acccaB  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  The  sole  sources  of  the  information  in 
this  system  of  records  ate  the  member-related  files  and  accounting 
records  of  federally-insured  credit  unions  which  have  been  closed 
for  liquidation  and  for  which  the  Administrator,  NCUA,  or  his 
designee,  serves  as  liquidating  agent. 

NCUA-7 

System  luune:  Minority  Group  Designator  System  (MGD),  NCUA. 


System  location:  Office  of  Fiscal  Affairs 
National  Credit  Union  Admitustration 
2025  M  Street,  NW. 

Washington,  DC  20456 

Categories  of  individuals  covered  by  the  system:  Eirtployees  of 
NCUA. 

Categories  of  records  in  the  system:  Statistical  Employment  Infor- 
mauon  on  all  NCUA  employees  by  race,  national  origin  and  gender 
based  on  visual  identification. 

Authority  for  malnteruuicc  of  the  system:  5  U.S.C.  4101,  et  seq., 
44  u  s  e.  3301. 

Routine  uses  at  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Minority  identification  is 
used  for  composite  statistical  purposes  only.  Reports  are  produced 
for  use  of  NCUA  (Affirmative  Action  Plain.  Internal  Ev^uations) 
or  Civil  Service  Commission.  Disclosure  may  be  made  to  a  con- 
gressiorutl  office  from  the  record  of  an  individual  in  response  to  an 
iirqutry  from  the  congressional  office  made  at  the  request  of  that 
individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  records  in  the  system:  Storage — records  are  in  the 
form  of  computer  •  printouts  (Mag  tapes).  Retrievabili¬ 
ty — information  from  computer  runs  can  be  obtained  in  various 
forms,  e.g.,  in  alphabetical  order  by  name,  or  by  employee  number 
or  type,  ^eguards— data  processing  facility  is  locat^  in  the  Infor¬ 
mation  Systems  Division  of  the  Office  of  Fiscal  Affairs.  The  data 
for  the  MGD  system  is  coded,  and  access  to  the  code  is  limited  to 
a  small  number  of  people:  regional  office  managers,  EEO 
Directors,  and  the  Division  of  Personnel  (one  DOP  staff  member). 
Retention  and  disposal — minority  identification  information  is  im¬ 
mediately  erased  from  the  computer  once  the  individual  leaves  the 
employ  of  NCUA. 

Systm  manager(s)  and  address:  Director,  Equal  Employment  Op¬ 
portunity 

National  Credit  Union  Administration 
2025  M  Street,  NW 
Washington,  DC  20456 
Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Visual  identification  is  made  by  Divi¬ 
sion  of  Personnel  official  in  the  central  office  and  by  office 
managers  in  the  regions. 

NCUA-8 

System  name:  New  Examiner  Training  Files,  NCUA. 

System  location:  National  Credit  Union  Administration 
Division  of  Training 
1111  18th  Street,  NW. 

Room  400 

Washington,  DC  20456 

Categories  of  individuals  covered  by  the  system:  NCUA  ex¬ 
aminers — entry  level  to  one  year  on  staff. 

Categories  of  records  in  the  system:  Biweekly  training  reports, 
training  progress  reports,  on-job  trainers'  evaluations  of  classroom 
training,  trainees'  evaluations  of  training  program. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  4101,  . 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  retention 
or  termination  after  23  weeks  on  job.  Disclosure  may  be  made  to  a 
congressional  office  from  the  record  of  an  individual  in  response  to 
an  inquiry  from  the  congressional  office  made  at  the  request  of  that 
individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retting, 
and  disposing  of  records  in  the  syston:  Storage — maintained  on 
paper  hard  copy.  Retrievability — by  employee  name. 
Safeguards — maintained  in  metal  file  cabinets  in  secunMl  offices  of 
Division  of  Training.  Retention  and  disposal — records  are  purged 
armually  for  those  employees  no  longer  participating  in  the  pro¬ 
gram. 

System  managerfs)  and  SKidreas:  Director,  Division  of  Training 
National  Oedit  Union  Administration 
1111  I8th  Street,  NW. 

Room  400 

Washington,  DC  20456 
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Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

ContestinK  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained,  on-job  trainers,  supervisors.  Civil  Service  Commission. 

NCUA-9 

System  name:  Payroll  Records  System,  NCUA. 

System  location:  Office  of  Fiscal  Affairs 
National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  20456 
General  Services  Administration 
Region  VI 

Kansas  City,  Missouri 

Categories  of  individuals  covered  by  the  system:  Employees  of 
NCUA. 

Categories  of  records  in  the  system:  Salary  and  related  payroll 
data,  irKluding  time  and  attendance  information. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  insure  proper  com¬ 
pensation  to  all  NCUA  employees  and  to  formulate  financial  re¬ 
ports  and  plans  used  within  the  agency  or  sent  to  the  General  Ser¬ 
vices  Administration.  Also,  to  document  time  worked  and  provide  a 
record  of  attendance  to  support  payment  of  salaries,  use  of  aimual 
and  sick  leave  and  nonpayed  leave.  ■  Users  of  the  time  and  at¬ 
tendance  information  include  the  employee’s  supervisor,  the  of¬ 
fice's  timekeeper,  the  supervisor,  the  payroll  officer  and  the  GSA 
Payroll  Processing  BratKh  in  Kansas  City,  Missouri.  Further,  infor¬ 
mation  in  this  system  is  used  to  make  reportings  to  state  and  local 
taxing  authorities.  Finally,  disclosure  may  be  made  to  a  congres¬ 
sional  office  from  the  record  of  an  individual  in  response  to  an 
inquiry  from  the  congressional  office  made  at  the  request  of  that 
individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage— computer  tape, 
paper  hard  copy,  microfilm.  Rethevability — by  name  or  social 
security  number.  Safeguards— maintained  in  secured  offices,  access 
by  written  authorization  only.  Retention  and  disposal — in  ac¬ 
cordance  with  GSA  policy. 

System  manager(s)  and  address:  Primary  ; 

Payroll  Officer 

National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  DC  20456 
Secondary  ; 

Timekeepers 

Natioiud  Credit  Union  Administration 
Central  Office  and 
Regional  Offices 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  whom  the  record  concerns. 
Civil  Service  Commission,  General  Services  Administration.  Also, 
time  and  attendance  information  is  prepared  by  the  timekeeper  in  a 
given  employee’s  office. 

NCUA-10 

System  name:  Promotion  Qualification  Ranking  List  of  Career 
NCUA 

Examiners,  by  Pay  Grade,  NCUA. 

System  location:  Office  of  Personnel 
National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  20456 

Categories  of  individuals  covered  by  the  system:  NCUA  employees 
at  the  level  of  GS-12  and  above. 

Categories  of  records  in  the  system:  List  of  names,in  promotion 
priority  order,  and  rating  sheets. 

Authority  for  mainteiuuice  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3301. 


Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  only  used 
within  the  agency.  Users  may  include  the  Administrator,  NCUA, 
and  all  Assistant  Administrators  and  Regional  Directors.  Informa¬ 
tion  is  used  in  selecting  designees  to  fill  vacaiwies  in  NCUA’s 
professional  staff.  Disclosure  may  be  made  to  a  congressional  of- 
hce  from  the  record  of  an  individual  in  response  to  an  inquiry  from 
the  congressional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — paper  hard  copy. 
Retrievability — alphabetical  or  by  promotion  priority. 
Safeguards — maintained  in  secured  office.  Access  by  authorized 
users  only.  Retention  and  disposal — List  is  updated  aiuiually  or  as 
directed  by  the  Administrator,  NCUA.  Superseded  list  is  destroyed. 

System  manager(s)  and  address:  Assistant  Administrator  for 
Management  and  Planning 

National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  DC  20456 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Eavaluation  reports,  employee  person¬ 
nel  files,  and  Assistant  Administrator  and  Regional  Directors  com¬ 
ments  and  recommendations. 

NCUA-ll 

System  name:  Region  I  Regional  Office  Staff  Develop- 
ment/Correspondence 
Records,  NCUA. 

System  location:  Region  I  Regional  Office 
National  Credit  Union  Administration 
State  Street  South  Building 
Room  3E 

1776  Heritage  Drive 
Boston,  Massachusetts  02171 

Categories  of  individuals  covered  by  the  system:  NCUA  Region  I 
Employees. 

Categories  of  records  in  the  system:  Contains  information  on 
NCUA  examiners  and  profession^  staff  related  to  some  or  all  of 
the  following  areas;  work  performaiKe  appraisals,  district  manage¬ 
ment.  chartering  efforts,  reactions  from  FCU  officials,  personal 
development  plans,  copies  of  personnel  records,  supply  and  equip¬ 
ment  information,  iidormation  concerning  training,  work  per¬ 
formaiKe,  suggestions,  awards,  and  travel  vouchers,  and  informa¬ 
tion  concerning  leave  and  pay  activities.  Contains  information  on 
NCUA  clerical  staff  related  to  work  performaiKe  aixl  development 
activities,  which  may  iiKlude  work  product  samples,  memos  or 
notations  from  professional  staff,  development  plans,  evaluations 
by  superiors,  personnel  records  and  information  concerning  pay 
and  leave  activity.' 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  this 
system  is  used  for  recording  time  and  attendance,  controlling  equip¬ 
ment  inventories,  training  of  staff,  evaluations  of  employees’  work 
performance  and  general  administrative  matters.  Disclosure  may  be 
made  to  a  congressional  office  from  the  record  of  an  individual  in 
response  to  an  inquiry  from  the  congressional  office  made  at  the 
request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage— maintained  on 
paper  hard  copy.  Retiievability-indexed  by  name. 
Safeguards — physical  security  consists  of  maintaining  records  in 
metal  file  cabinets  within  secured  of  ices.  Cabinets  may  be  locked 
depending  on  the  nature  of  the  information  which  they  contain.  Re¬ 
tention  and  disposal — current  and  relevant  information  is  main¬ 
tained  generally  for  a  period  of  at  least  oik  to  two  years.  Obsolete 
material  is  maintained  in  the  same  file  cabinets  and  periodicaUy 
destroyed  or  returned  to  the  originator. 

System  managerfs)  and  address:  Office  Manager 

Region  I  Regional  Office 

National  Credit  Union  Administration 

State  Street  South  Building 

Room  3E 
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1776  Heritage  Drive 
,  Boston.  Massachusetts  02171 

Notificatioa  procedure:  Regional  Director.  Same  address  as  above. 
Record  access  procedures:  Regional  Director.  Same  address  as 
above. 

Contesting  record  procedures:  Regional  Director.  Same  address  as 
above. 

Record  source  categories:  Sources  may  include  the  individual 
whom  the  record  concerns,  supervisors  of  the  individual,  fellow 
employees,  credit  union  officials  and  other  persons  whom  the  in¬ 
dividual  may  encounter  in  the  course  of  work  performance.  Ulti¬ 
mate  sources  of  payroll  and  personnel  related  information  may  in¬ 
clude  the  Gener^  Services  Administration  and  the  Civil  Service 
Conunission. 

NCUA.12 

System  name:  Region  II  Regional  Office  Staff  Develop¬ 
ment/Correspond— 
ence  Records.  NCUA. 

System  locatkm:  Region  II  Regional  Office 
National  Credit  Union  Administration 
Federal  Building 
228  Walnut  Street,  Box  926 
Harrisburg,  Pennsylvania  17108 

Categories  of  individuals  covered  by  the  system:  NCUA  Region  II 
Employees. 

Categories  of  records  in  the  system:  Contains  information  on 
NCUA  examiners  and  professional  staff' related  to  some  or  all  of 
the  following  areas:  work  performance  appraisals,  district  manage¬ 
ment,  chartering  efforts,  reactions  from  FCU  officials,  personal 
develc^ment  plans,  copies  of  personnel  records,  supply  and  equip¬ 
ment  information  and  information  concerning  leave  and  pay  activi¬ 
ties.  Contains  information  on  NCUA  clerical  staff  related  to  work 
performance  and  development  activities,  which  may  include  work 
product  samples,  memos  or  notations  from  professional  staff, 
development  plans,  evaluation  of  superiors,  personnel  records  and 
information  concerning  pay  and  leave  activity. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  this 
system  is  used  for  recording  tinK  and  attendance,  controlling  equip¬ 
ment  inventories,  training  of  staff,  evaluations  of  employees'  work 
performance  and  general  administrative  matters.  Disclosure  may  be 
made  to  a  congressional  office  from  the  record  of  an  individu^  in 
response  to  an  inquiry  from  the  congressional  office  made  at  the 
request  of  that  individual. 

Policies  and  practices  tor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — maintained  on 
paper  hard  copy.  Retrievability — indexed  by  name. 
Safeguards — physical  security  consists  of  maintenance  of  records  in 
metal  file  cabinets  within  secured  offices.  Cabinets  may  be  locked 
depending  on  the  nature  of  the  information  which  they  contain.  Re¬ 
tention  and  disposal — current  and'  relevant  information  is  main¬ 
tained  generally  for  a  period  of  one  to  two  years.  Obsolete  material 
is  maintained  in  the  same  file  cabinets  and  periodically  destroyed  or 
returned  to  the  originator. 

System  managerfs)  and  address:  Office  Manager 

Region  11  Regional  Office 

National  Credit  Union  Administration 

Federal  Building 

228  Walnut  Street,  Box  926 

Harrisburg.  Pennsylvania  17108 

Notification  procedure:  Regional  Director.  Same  address  as  above. 
Record  access  procedures:  Regional  Director.  Same  address  as 
above. 

Contesting  record  procedures:  Regional  Director.  Same  address  as 
above. 

Record  source  categories:  Sources  may  include  the  individual 
whom  the  record  concerns,  supervisors  of  the  individual,  fellow 
employees,  credit  union  officials  and  other  persons  whom  the  in¬ 
dividual  encounters  in  the  course  of  work  performance.  Ultimate 
sources  of  payroll  and  personnel  related  information  may  include 
the  General  Services  Administration  and  the  Civil  Service  Commis¬ 
sion. 


NCUA-13 

System  name:  Region  III  Regional  Office  Staff  Develop¬ 
ment/Correspond — 
ence  Records.  NCUA. 

System  location:  Region  III  Regional  Office 
National  Credit  Union  Administration 
1365  Peachtree  Street 
Suite  500 

Atlanta,  Georgia  30309 

Categories  of  individuals  covered  by  the  system:  NCUA  Region  III 
Employees. 

Categories  of  records  in  the  system:  Contains  information  on 
NCUA  examiners  and  professional  staff  related  to  some  or  all  of 
the  following  areas:  work  performance  appraisals,  district  manage¬ 
ment,  chartering  efforts,  reactions  from  FCU  officials,  personal 
development  plans,  copies  of  personnel  records,  supply  and  equip¬ 
ment  information  and  information  concerning  leave  and  pay  activi¬ 
ties.  Contains  information  on  NCUA  clerical  staff  related  work  per¬ 
formance  and  development  activities,  which  may  include  work 
product  samples,  memos  or  notations  from  professional  staff, 
development  plans,  evaluation  of  superiors,  personnel  records  and  < 
information  concerning  pay  and  leave  activity. 

AutiMrity  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  this 
system  is  used  for  recording  time  and  attendance,  controlling  equip¬ 
ment  inventories,  training  of  staff,  evaluations  of  employees'  work 
performance  and  general  administrative  matters.  Disclosure  may  be 
made  to  a  congressional  office  from  the  record  of  an  individual  in 
response  to  an  inqu^  from  the  congressional  office  made  at  the 
request  of  that  individual. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  systm:  Storage — maintained  on 
paper  hard  copy.  Retriev^ility — indexed  by  name. 
Safegu^ds — physical  security  consists  of  maintenance  of  records  in 
meud  file  cabinets  within  secured  offices.  Cabinets  may  be  locked 
depending  on  the  nature  of  the  information  which  they  contain.  Re¬ 
tention  and  disposal — current  and  relevant  information  is  main¬ 
tained  generally  for  a  period  of  one  to  two  years.  Obsolete  material 
is  maintained  in  the  same  file  cabinets  and  periodically  destroyed  or 
returned  to  the  originator. 

System  managers)  and  address:  Office  Manager 

Region  III  Re^onal  Office 

National  Credit  Union  Administration 

1365  Peachtree  Street 

Suite  500 

Atlanta,  Georgia  30309 

Notification  procedure:  Regional  Director.  Same  address  as  above. 
Record  access  procedures:  Regional  Director.  Same  address  as 
above. 

Contesting  record  procedures:  Regional  Director.  Same  address  as 
above. 

Record  source  categories:  Sources  may  include  the  individual 
whom  the  record  concerns,  supervisors  of  the  individual,  feQow 
employees,  cre^t  union  officials  and  other  persons  whcmi  the  in¬ 
dividual  encounters  in  the  course  of  work  performance.  Ultimate 
sources  of  payroll  and  personnel  related  information  may  include 
the  General  Services  Administration  and  the  Civil  Service  Commis¬ 
sion. 

NCUA-14 

System  name:  Region  IV  Regional  Office  Staff  Develop¬ 
ment/Correspond — 
ence  Records,  NCUA. 

System  location:  Region  IV  Regional  Office 

National  Credit  Union  Administration 

New  Federal  Building 

234  North  Summit  Street 

Room  704 

Toledo,  Ohio  43604 

Categories  of  individuals  covered  by  the  system:  NCUA  Region  IV 
Employees. 

Categories  of  records  in  the  system:  Contains  information  on 
NCUA  examiners  and  profession^  staff  related  to  some  or  all  of 
the  following  areas:  work  performance  appraisals,  district  manage- 
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ment,  chartering  efforts,  reactions  from  FCU  officials,  personal 
development  plans,  copies  of  personnel  records,  supply  and  equip¬ 
ment  information  and  information  concerning  leave  and  pay  activi¬ 
ties.  Contains  information  on  NCUA  clerical  staff  relat^  to  work 
performance  and  development  activities,  which  may  include  work 
product  samples,  memos  or  notations  from  professional  staff, 
development  plans,  evaluation  of  superiors,  persoiuiel  records  and 
information  concerning  pay  and  leave  activity. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpooes  of  such  iaes:  The  information  in  this 
system  is  used  for  recording  time  and  attendance,  controlling  equip¬ 
ment  inventories,  training  of  staff,  evaluations  of  employees’  wo^ 
performance  and  general  administrative  matters.  Disclosure  may  be 
made  to  a  congressional  office  from  the  record  of  an  individual  in 
response  to  an  inquiry  from  the  congressioiud  office  made  at  the 
request  of  that  individual. 

PoUctes  and  practices  for  storfaiig,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — nuuntained  on 
paper  hard  copy.  Retrievability — indexed  by  name. 
Safeguards — physical  security  consists  of  maintenance  of  records  in 
metal  file  cabinets  within  secured  offices.  Cabinets  may  be  locked 
depending  on  the  nature  of  the  information  which  they  contain.  Re¬ 
tention  and  disposal — current  and  relevant  information  is  main¬ 
tained  generally  for  a  period  of  one  to  two  years.  Obsolete  material 
is  maintained  in  the  same  file  cabinets  and  periodically  destroyed  or 
returned  to  the  origiiutor. 

System  managrrfs)  and  address:  Office  Manager 

Region  IV  Regional  Office 

National  Credit  Union  Administration 

New  Federal  BuUdiitg 

234  North  Summit  Street 

Room  704 

Toledo,  Ohio  43604 

Notificatian  procedure:  Regiottal  Director.  Same  address  as  above. 
Record  acce»  procedures:  Relnonal  Director.  Same  address  as 
above. 

Contesting  record  procedures:  Regional  Director.  Same  address  as 
above. 

Record  source  categories:  Sources  may  irKlude  the  iialividual 
whom  the  record  concerns,  siqiervisors  of  the  individual,  fellow 
employees,  credit  union  officials  and  other  persons  whom  the  in¬ 
dividual  encounters  in  the  course  of  work  performance.  Ultimate 
sources  of  payroll  and  personnel  related  information  may  include 
the  General  Services  Administration  aiKl  the  Civil  Service  Commis¬ 
sion. 

NCUA-15 

System  name:  Region  V  Regional  Office  Staff  Develop- 
ment/Correspon^nce  Records,  NCUA. 

System  locatkio:  Region  V  R^onal  Office 

National  Credit  Union  Administration 

515  Congress  Avenue 

Suite  1400 

Austin,  Texas  78701 

Development  files  on  the  examiners  are  kept  by  the  Supervisory 
Examiners  in  their  home  offices,  not  in  the  regional  office. 

Categories  of  individuals  covered  by  the  system:  NCUA  Region  V 
Employees. 

Categories  of  records  in  the  system:  Contains  information  on 
NCUA  examiners  and  professional  staff  related  to  some  or  all  of 
the  following  areas:  work  performance  appraisals,  district  manage¬ 
ment,  chartering  efforts,  reactions  from  FCU  officials,  personal 
development  pirns,  copies  of  personnel  records,  supply  and  equip¬ 
ment  i^ormation  and  information  concerning  leave  and  pay  activi¬ 
ties.  Contains  information  on  NCUA  clerical  staff  relat^  to  work 
performance  and  development  activities,  which  may  include  work 
product  samples,  memos  or  notations  from  professional  staff, 
development  plans,  evaluation  of  superiors,  personnel  records  and 
information  concerning  pay  and  leave  activity. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3301. 

Routine  uses  of  records  maintained  in  the  system  including  catego¬ 
ries  oi  users  and  the  pin-poaes  at  such  uses:  The  information  in  this 
system  is  used  for  recording  time  and  attendance,  controlling  equip¬ 
ment  inventories,  training  of  staff,  evaluations  of  employees’  work 


performance  and  general  administrative  matters.  Disclosure  may  be 
made  to  a  congressional  office  from  the  record  of  an  individu^  in 
response  to  an  inquiry  from  the  congressional  office  made  at  the 
request  of  that  indrvidual. 

Polktes  and  practica  for  storing,  retrieving,  accessing,  retaining, 
and  dteposing  of  records  in  the  system:  Storage — maintained  on 
paper  hard  copy.  Retrievability — indexed  by  name. 
Safeguards — physical  security  consists  of  maintenance  of  records  in 
metal  file  cabinets  within  secured  offices.  Cabinets  may  be  locked 
depending  on  the  nature  of  the  information  which  they  contain.  Re¬ 
tention  and  disposal — current  and  relevant  information  is  main¬ 
tained  generally  for  a  period  of  one  to  two  years.  Obsolete  material 
is  maintained  in  the  same  file  cabinets  and  periodically  destroyed  or 
returned  to  the  originator. 

System  managerts)  and  address:  Office  Manager 

Region  V  Regional  Office 

National  Cre^t  Union  Administration 

515  Congress  Avenue 

Suite  1400 

Austin,  Texas  78701 

Notification  procedure:  Regional  Director.  Same  address  as  above. 
Record  access  procedures:  Regional  Director.  Same  address  as 
above. 

Contesting  record  procedures:  Regional  Director.  Same  address  as 
above. 

Record  somce  categories:  Sources  may  iiKlude  the  individual 
whom  the  record  concerns,  supervisors  of  the  individual,  fellow 
employees,  credit  union  officials  and  other  persons  whom  the  in¬ 
dividual  eiKounters  in  the  course  of  work  performance.  Ultimate 
sources  of  payroll  and  persoiuiel  related  information  may  include 
the  General  Services  Administration  and  the  Civil  Service  Commis¬ 
sion. 

NCUA-16 

System  name:  Region  VI  Regional  Office  Staff  Develop- 
mentyCoirespondence  Records,  NCUA. 

System  location:  Region  VI  Regional  Office 
National  Credit  Union  Administration 
Two  Embarcadero  Center 
Suite  1830 

San  Francisco,  California  941 1 1 

Categories  of  individuals  covered  by  the  system:  NCUA  Region  VI 
Employees. 

Categories  of  records  in  the  system:  Contains  information  on 
NCUA  examiners  and  professional  staff  related  to  some  or  all  of 
the  following  areas:  work  performance  appraisals,  district  manage¬ 
ment,  chartering  efforts,  reactions  from  FCU  officials,  personal 
development  plans,  copies  of  personnel  records,  supply  and  equip¬ 
ment  information  and  information  concerning  leave  and  pay  activi¬ 
ties.  Contains  information  on  NCUA  clerical  staff  related  to  work 
performance  and  development  activities,  which  may  include  work 
product  samples,  memos  or  notations  from  professional  staff, 
^velopinent  plans,  evaluation  of  superiors,  personnel  records  and 
information  concerning  pay  and  leave  activity. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  information  in  this 
systetn  is  used  for  recording  time  and  attendance,  controlling  equip¬ 
ment  inventories,  training  of  staff,  evaluations  of  employees’  work 
performance  and  general  administrative  matters.  Disclosure  may  be 
made  to  a  congressional  office  from  the  record  of  an  individu^  in 
response  to  an  ii^uiry  from  the  congressional  office  made  the 
request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — maintained  on 
paper  hard  copy.  Retrievability — indexed  by  name. 
Safeguards — physical  security  consists  of  maintenance  of  records  in 
metal  file  cabinets  within  secured  offices.  Cabinets  may  be  locked 
depending  on  the  nature  of  the  information  which  they  contain.  Re¬ 
tention  and  disposal— current  and  relevant  information  is  main¬ 
tained  generally  for  a  period  of  one  to  two  years.  Obsolete  material 
is  maintained  in  the  same  file  cabinets  and  periodically  destroyed  or 
returned  to  the  originator. 

System  managerfs)  and  addrem:  Office  Manager 
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Repon  VI  Reponal  Office 
National  Credit  Union  Administration 
Two  Embarcadcro  Center 
Suite  1830 

San  Francisco,  California  94111 

Notification  procedure:  Regional  Director.  Same  address  as  above. 
Record  access  procedures:  Regional  Director.  Same  address  as 
above. 

Contesting  record  procedures:  Regional  Director.  Same  address  as 
above. 

Record  source  categories:  Sources  may  include  the  individual 
whom  the  record  concerns,  supervisors  of  the  individual,  fellow 
employees,  credit  union  officials  and  other  persons  whom  the  in¬ 
dividual  encounters  in  the  course  of  work  performance.  Ultimate 
sources  of  payroll  and  personnel  related  information  may  include 
the  General  Services  Administration  and  the  Civil  Service  Conunis- 
sion. 

NCUA-17 

System  name:  Security  Clearance  of  Records  Concerning  NCUA 
Personnel 

Who  Occupy  Critical  Sensitive  Positions. 

System  location:  Office  of  Management  and  Planning 
National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  DC  20456 

Categories  of  individuals  covered  by  the  system:  NCUA  personnel 
who  occupy  critical  sensitive  positions  in  the  Agency,  including  the 
Security  Officer  and  his  designated  assistants. 

Categories  of  records  in  the  system:  Background  investigations  on 
individuals  to  determine  appropriateness  for  security  clearance.  In¬ 
formation  consists  chiefly  of  records  of  interviews  conducted  by 
Civil  Service  Conunission  and  Federal  Bureau  of  Investigation  offi¬ 
cials  with  parties  acquainted  with  the  individual  under  investigation. 
Questions  arc  geared  to  character,  integrity  and  loyalty  to  the 
United  Slates. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  ap¬ 
propriateness  for  security  clearance.  Information  nuiy  be  referred 
to  any  appropriate  agency  or  official  in  the  course  of  an  employ¬ 
ment  of  security  clearance  investigation  or  to  any  appropriate  agen¬ 
cy,  official,  court,  magistrate,  administrative  tribun^  or  opposing 
party  in  the  course  of  investigation  or  prosecution  of  a  violation  or 
alleged  or  piotential  violation  of  any  civil  or  criminal  law  or  rule, 
regulation  or  order,  or  in  the  course  of  implementation  of  the  law, 
rule,  regulation  or  order.  Disclosure  may  be  made  to  a  congres¬ 
sional  office  from  the  record  of  an  individual  in  response  to  an 
inqui^  from  the  congressional  office  made  at  the  request  of  that 
individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — records  are  in  the 
form  of  paper  hard  copy.  Retrievability — system  is  indexed  by 
name.  Safeguards — records  are  maintained  in  a  separate,  locked 
room  accessible  only  to  the  Security  Officer  and  his  designated 
assistants  The  records  are  further  secured  in  a  locked  safe  accessi¬ 
ble  only  to  the  Security  Officer  and  his  designated  assistants.  Re¬ 
tention  and  disposal — records  are  maintained  until  the  individual 
leaves  the  employ  of  NCUA,  whereupon  they  are  returned  to  the 
originating  agency. 

System  managerts)  and  address:  Security  Officer 
National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  DC  20456 

Nodficatkai  procedure:  Same  as  above. 

Record  access  procedures:  Sante  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Federal  Bureau  of  Investigation,  Bureau 
of  Personnel  Investigation  (Civil  Service  Commission),  Central  In¬ 
telligence  Agency. 

Systems  exempted  from  certain  provisions  of  the  act:  This  system 
is  subjected  to  a  specific  exemption  pursuant  to  5  U.S.C.  552a(kK5) 
to  the  extent  that  disclosure  would  reveal  a  source  who  furnished 
information  under  an  express  promise  of  confidentiality,  or,  prior 


to  September  27,  1975,  under  an  express  or  implied  promise  of  con¬ 
fidentiality. 

NCUA-18 

System  name:  Trusteed  Account  Records  System,  NCUA. 

System  location:  Division  of  FinarKial  Management 

Office  of  Fiscal  Affairs 

National  Credit  Union  Administration 

2025  M  Street,  NW. 

Washington,  DC  20456 

Categories  of  individuals  covered  by  the  system:  Members  of 
liquidating  federally-insured  credit  unions. 

Categories  of  records  in  the  system:  Share  balarKes  and  last 
known  addresses  of  iixlividuals  by  whom  or  on  whose  behalf  in¬ 
sured  share  account  payout  claims  have  been  filed. 

Authority  tor  maintenance  of  the  system:  12  U.S.C.  1787. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  at  such  uses:  Information  is  used  to 
ensure  proper  payment  of  ail  trusteed  account  funds.  Signature 
cards  arid  account  records  are  also  maintained  on  microfiche  copy. 
Disclosure  may  be  made  to  a  congressional  office  from  the  record 
of  an  individu^  in  response  to  an  inquiry  from  the  coitgressional 
office  made  at  the  request  of  that  iiKiividu^. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — records  are  main¬ 
tained  on  computer  printout  forms.  Information  in  the  system  is 
also  stored  on  computer  tape  by  a  private  contractor  pursuant  to  an 
agreement  which  provides  that  the  information  will  remain  con¬ 
fidential.  Retrievability — by  individual  name,  credit  union  name  or 
a  combination  thereof.  Safeguards — records  are  sotred  in  secured 
offices.  Retention  and  disposal — records  are  maintained  until 
processing  of  claims  is  completed. 

System  manager(s)  and  address:  Director,  Division  of  FinaiKial 
Management 

National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  20456 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categorim:  Files  of  federaUy-insured  credit  unions 
which  are  closed  for  hquidation. 

NCUA-19 

System  name:  Verified  Employee  Mailing  List,'  NCUA. 

System  location:  National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  20456 
Contractor's  Address: 

Mail  America 
Bumpy  Oak  Road 
Bryan's  Road,  Maryland^ 

Categories  of  individuals  covered  by  the  system:  NCUA  Em¬ 
ployees. 

Categories  of  records  in  the  system:  Name,  address,  telephone 
number,  birthday,  ethnic  and  sex  codes,  GS  grade,  employee  type, 
employee  identification  number.  Contractor  is  provided  a  tape  con¬ 
taining  all  employees’  tuunes,  addresses,  employee  numbers,  re¬ 
gions  and  GS  grades. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3301. 

Routine  uses  of  records  nudntained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  produce  mailing 
labels  and  make  reportings  to  the  EEO  Director  and  other  NCUA 
employees  with  an  officii  need  for  a  listing  of  NCUA  employees, 
such  as  the  ranking  panel.  Assistant  Administrators,  etc.  Also,  to 
generate  an  NCUA  telephone  directory  for  distribution  to  all 
NCUA  employees.  Disclosure  may  be  made  to  a  congressional  of¬ 
fice  from  the  record  of  an  individual  in  response  to  an  inquiry  from 
the  congressional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — computer  disc  3330. 
Retrievability— by  employee  identification  '  number. 

Safeguards — SCL  decks  available  only  to  three  persons  in  Division 
of  Information  Systems,  and  terminal  is  maintained  in  a  room 
which  is  secured  by  a  padlock  after  hours.  Retention  and 
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disposal — information  is  maintained  on  active,  retired  and  deceased 
employees  for  an  indefinite  period. 

Sytfcm  manacerfs)  and  address:  Director,  Division  of  Information 
Systems 

National  Credit  Union  Administration 
2025  M  Street,  NW. 

Washington,  20456 

Nodfkatioa  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  NCUA  form  1042  completed  for  each 
new  employee  by  personnel  staff  or  Regional  (Xfice  Manager. 
Form  1051  completed  by  same  to  report  changes. 

NCUA-20 

System  name:  Travel  System,  NCUA. 

System  locatioo:  Division  of  Financial  Management 

Office  of  Fiscal  Affairs 

National  Credit  Union  Administration 

2025  M  Street,  NW. 

Washington,  DC  20456 

Categories  of  individuals  covered  by  the  system:  All  professional 
and  semi-professional  NCUA  employees  who  have  performed 
travel  in  the  course  of  performing  their  duty  and  have  been  reim¬ 
bursed  for  the  expense  of  such  travel. 

Categories  of  records  in  the  system:  Travel  Advance  Cards  (SF 
1038),  Travel  Vouchers  (SF  1012),  Reimbursement  for  COS  Expen¬ 
ses  (NCUA  1302),  Authorization  of  Moving  and  Related  Travel  Ex¬ 
penses  for  COS  (NCUA  1301),  Travel  Orders  (NCUA  1500), 
Suspension  Statements  (NCUA  1311). 

Authority  for  maintenance  of  the  system:  5  U.S.C.  Chapter  57  (as 
amended).  Executive  Order  11609  of  July  22,  1971,  and  Executive 
Order  11012  of  March  27,  1%2.  5  U.S.C.  4101,  Federal  Travel 
Regulation,  FPMR  101-7  Chapter  2,  Section  6.3. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  documentary 
support  for  reimbursements  to  employees  for  on-the-job  travel  ex¬ 
penses.  Users  of  the  information — first  and  second  line  supervisors, 
NCUA  accounting  staff  and  budgeting  staff.  Disclosure  may  be 
made  to  a  congressional  office  from  the  record  of  an  individu^  in 
response  to  an  inquiry  from  the  congressional  office  made  at  the 
request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — records  are  stored 
in  paper  hard  copy  form.  Retrievability — records  are  retrievable 
alphabetically  by  surname.  Safeguards — maintained  in  secured  of¬ 
fices.  Retention  and  disposal — records  are  kept  on-site  in  DF'M 
until  the  aiuiual  GAO  audit  is  completed  after  which  records  are 
sent  to  a  Federal  Records  Center  for  storage  for  a  minimum  of 
three  years.' 

System  nuuiager(s)  and  address:  Accounting  Officer 
Division  of  Financial  Management 
National  Credit  Union  Administration  « 

2025  M  Street,  NW 

Washington,  DC  20456 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Records  are  prepared  by  the  individual 
whom  the  record  concerns. 

NCUA-21 

System  name:  Breach  of  Trust  Schedule;  Nonfederal  Credit 
Union/Share  Insurance  Applicants. 

System  location:  Office  of  Examination  and  Insurance,  Room 
3310,  National  Credit  Union  Administration,  2025  M  Street,  NW, 
Washington,  DC  20456. 

Categories  of  individuals  covered  by  the  system:  Directors,  Of¬ 
ficers,  committee  members  and  employees  of  nonfederal  credit 
union/applicants  for  insurance  of  member  accounts  by  the  National 
Credit  Union  Share  Insurance  Fund  who  have  been  convicted  of  a 
criminal  offense  involving  dishonesty  or  a  breach  of  trust. 

Categories  of  records  in  the  system:  Schedules  which  have  been 
filed  with  NCUA  Form  9600  (Application  for  Insurance  of  A.C- 


counts.  State  (Chartered  Credit  Unions)'  in  response  to  item  20  of 
that  form  and  any  follow-up  correspondence. 

Authority  (or  maintenance  of  the  syatem:  12  U.S.C.A. 
1781(cXIXC). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  only  recurring  use  is 
internal,  i.e.,  to  considicr  the  soundness  of  management  of  non¬ 
federal  credit  union  share  insurance  applicants.  Disclosure  may, 
however,  be  made  to  a  congressional  office  in  response  to  an 
inquiry  from  the  congressional  office  made  at  the  request  of  the  in¬ 
dividual  concerned. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  paper. 

Retrievability:  By  name  of  credit  union  combined  with  name  of 
individual. 

Safeguards:  Records  obtained  prior  to  November  11,  1976,  are 
maintained  in  the  National  Credit  Union  Administration’s  central 
credit  union  filing  system,  accessible  only  to  authorized  NCTJA  em¬ 
ployees.  Records  obtained  on  or  after  November  11,  1976,  are 
maintained  in  a  locked  file  cabinet  under  the  custody  of  the  system 
manager. 

Retention  and  disposal:  Records  arc  retained  indefinitely,  as  long 
as  the  subject  credit  union  retains  its  NCUSIF-lnsured  status. 

System  manageils)  and  address:  Director,  Division  of  Chartering 
and  Insurance,  Office  of  Examination  and  Insurance,  Room  3310, 
National  Cre^t  Union  Administration,  2025  M  Street,  NW, 
Washington,  D.C.  29456. 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Nonfederal  Credit  Union  Share  In¬ 
surance  Applicants. 

NCUA-22 

System  name:  Adverse  Reports  of  Official;  Federal  Credit  Union 
Charter  Applicants. 

System  location:  Office  of  Examination  and  Insurance,  Room 
3310,  National  Credit  Union  Administration,  2025  M  Street,  NW, 
Washington,  D.C.  20456. 

Categories  of  individuals  covered  by  the  syiAem:  Prospective  Offi¬ 
cials  of  Federal  Credit  Union  Charter  applicants  who  have  been 
convicted  of  criminal  offenses  involving  dishonesty  or  breach  of 
trust. 

Authority  (or  maintenance  of  the  system:  12  U.S.C.A. 
1731(cXlXC). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  only  recurring  use  is 
internal,  i.e.,  to  consider  the  soundness  of  management  of  non¬ 
federal  credit  union  share  insurance  applicants.  Disclosures  may, 
however,  be  made  to  a  congressional  office  in  response  to  an 
ii^uiry  from  the  congressional  office  made  at  the  request  of  the  in- 
dividui^  concerned. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  paper. 

Retrievability:  By  name  of  credit  union  combined  with  name  of 
individual. 

Safeguards:  Records  obtained  prior  to  November  11,  1976,  are 
maintained  in  the  National  Credit  Union  Administration's  central 
credit  union  filing  system,  accessible  only  to  authorized  NCUA  em¬ 
ployees.  Records  obtained  on  or  after  November  11,  1976,  are 
maintained  in  a  locked  file  cabinet  under  the  custody  of  the  system 
manager. 

Retention  aad  disposal:  Records  are  retained  indefinitely,  as  long 
as  the  subject  credit  union  retains  its  NCUSIF-lnsured  status. 

System  manager(s)  and  address:  Director,  Division  of  Chartering 
and  Insurance,  Office  of  Examination  and  Insurance,  Room  3310, 
National  Credit  Union  Administration,  2025  M  Street,  NW, 
Washington,  DC  20456. 

Notification  procedure:  Same  as  above.  " 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 
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Record  aourcc  categories:  Federal  credit  union  charter  applicants. 

NCUA-23 

System  name:  Investigative  Reports  of  Violations  of  the  Merit 
Promotion  Program. 

System  location:  Office  of  Inspection  and  Audit.  202S  M  Street. 
NW,  Washington.  DC  20456. 

Categories  of  individuals  covered  by  the  sy^m:  Employees  of  the 
National  Credit  Union  Administration  who  informally  allege  viola¬ 
tions  of  the  Agency's  Merit  Promotion  Program,  and  employees  re¬ 
peatedly  involved  in  the  aUeged  violations. 

Categories  of  records  in  the  system:  Investigative  reports  relating 
to  possible  violations  of  the  Agency's  Merit  Promotion  Program. 

Aathoiity  for  maiatenaace  of  the  system:  12  U.S.C.A.  1766(iXl).  12 
U.S.C.A.  1789(aX7). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  EHsclosure  may  be  made 
to  a  congressional  office  from  the  record  of  an  individual  in 
response  to  an  inqu^  from  the  congressional  office  made  at  the 
request  of  that  individual.  All  other  uses  are  intraagency  only. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Reports  are  maintained  on  paper. 

Retrievability:  System  is  indexed  by  name  of  complainant. 

Safeguards:  Records  are  maintained  in  locked  file  cabinet  inside  a 
locked  room  and  accessible  only  to  the  Assistant  Administrator  for 
Inspections  and  Audit  and  his  designated  assistants. 

Retendoo  and  disposal:  After  the  report  is  reviewed  by  the  Ad¬ 
ministrator  and  has  served  its  intended  purpose,  it  is  retained  by 
the  Office  of  Inspection  and  Audit  for  one  year  and  transferred  for 
permanent  storage  with  the  General  Services  Administration. 

System  managerfs)  and  address:  Assistant  Administrator  for  In¬ 
spection  and  Audit,  National  Credit  Union  Administration,  2025  M 
Street,  NW,  Washington.  DC  20456. 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  5>ame  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained,  supervisors,  files  maintained  by  the  Director  of  Personnel 
and  Civil  Service  Commission. 

NCUA-24 

System  name:  Employee  Relations  File. 

System  location:  National  Credit  Union  Administration,  2025  M 
Street,  NW,  Room  3106,  Washington,  DC  20456. 

Categories  of  individuals  covered  by  the  system:  Any  en^oyee 
who  has  had  a  disciplinary  or  adverse  action  taken  against  him/her. 
Any  employee  who  has  filed  a  grievance  or  has  appealed  an  ad¬ 
verse  action.  Any  employee  who  has  received  a  negative  determina¬ 
tion  on  a  within  grade  increase  or  has  been  given  an  unsatisfactory 
performance  rating. 

Categories  of  records  in  the  system:  Disciplinary  actions,  adverse 
actions,  grievances,  appeals,  reconsiderations  on  within  grade  in¬ 
crease  denials,  material  relating  to  unsatisfactory  performance 
ratings. 

Authority  for  maintenance  of  the  system:  Chapter  1,  Parts  752, 
754,  771  and  772  of  Title  5,  Code  of  Federal  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  As  clocumentation  for 
adverse  actions  and  b^kground  information  for  appeal  cases.  Used 
by  Division  of  Personnel  staff,  agency  General  Counsel's  office. 
Civil  Service  Commission.  Disclosure  may  be  made  to  a  congres¬ 
sional  office  from  the  record  of  an  individual  in  response  to  an 
inquiry  from  the  congressional  office  made  at  the  request  of  that 
individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  On  paper. 

RetrievaMlity:  Indexed  alphabetically  by  name. 

Safeguards:  Records  are  maintained  in  locked  file  drawer. 

Retention  and  disposal:  Disposed  of  after  employee  is  separated 
from  agency. 

System  managerfs)  and  address:  Director,  Division  of  Personnel, 
National  Credit  Union  Administration,  2025  M  Street,  NW, 
Washington.  DC  20456. 


Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

CfNitesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individuals  on  whom  the  record  is 
maintained,  supervisors  of  individual,  deciding  officials  within  the 
agency  in  a  position  to  make  an  agency  decision  on  an  adverse  ac¬ 
tion  appeal.  Civil  Service  Commission. 

NCUA-25 

System  name:  Employee  Injury  File. 

System  location:  National  Credit  Union  Administration,  2025  M 
Street,  NW,  Room  3106,  Washington,  D.C.  29456. 

Categories  of  individuals  covered  by  the  system:  Any  employee 
who  has  sustained  a  job-related  injury  or  disease. 

Categories  of  records  in  the  system:  Copies  of  reports  made  by  in¬ 
dividual  who  has  sustained  a  job-related  injury  or  disease.  Copies 
of  any  further  claims  made  regaling  the  same  injury  or  disease  or  any 
other  material  required  for  documenting  and  adjudicating  the  claim. 

Authority  for  maintenance  of  the  system:  The  Federal  Employees' 
Compensation  Act  as  amended  (5  U.S.C.  8101,  et  seq.). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  appropriate 
information  to  the  Department  of  Labor,  when  needed  for  adjudica¬ 
tion  of  a  claim.  To'  use  for  reporting  purposes  as  required  by  the 
Department  of  Labor  on  a  recurring  basis.  Used  by  the  Division  of 
Personnel  staff.  Disclosure  may  be  made  to  a  congressional  office 
from  the  record  of  an  individual  in  response  to  an  inquiry  from  the 
congressional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  On  paper. 

Retrievability:  Indexed  alphabetically  by  name. 

Safeguards:  Records  are  maintained  in  locked  file  drawer. 

Retention  and  disposal:  Disposed  of  after  one  year. 

System  managed s)  and  address:  Director,  Division  of  Personnel, 
National  Credit  Union  Administration,  2025  M  Street,  NW, 
Washington,  D  C.  20456. 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  iS  main¬ 
tained,  supervisors  of  individual,  individual's  physician,  hospital  at¬ 
tending  individual.  Department  of  Labor. 

NCUA-26 

System  name:  Retirement  File. 

System  location:  National  Credit  Union  Administration,  2025  M 
Street.  NW,  Room  3106,  Washington,  D.C.  20456. 

Categories  of  individuals  covered  by  the  system:  Any  emidoyee 
who  submits  an  application  for  retirement. 

Categories  of  records  in  the  system:  Copy  of  individual's  applica¬ 
tion  for  retirement  and  any  supporting  material,  i.e.,  superior  of¬ 
ficer's  statement,  physician's  report  and  hospital  records.  Also  con¬ 
tains  the  CSC  decision  on  disability  cases. 

Authority  for  maintenance  of  the  system:  Subchapter  831  ot  Title 
5,  Code  of  Federal  Regulations. 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Retained  for  the  purpose 
of  duplication  in  the  event  the  original  papers  are  lost  before  ^ju¬ 
dication  of  the  claim.  Used  by  Division  of  Persormel  staff.  Disclo¬ 
sure  may  be  made  to  a  congressional  office  frcrni  the  record  of  an 
individu^  in  response  to  an  inquiry  from  the  congressional  office 
made  at  the  request  of  that  irwliv^u^. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  On  paper. 

Retrievability:  Indexed  alphabetically  by  name. 

Safeguards:  Records  are  maintained  in  locked  file  drawer. 

Retention  and  disposal:  Disposed  of  after  one  year. 

System  managerfs)  and  address:  Director,  Division  of  Persormel, 
National  Cn^it  Union  Administratioa,  2025  M  Street,  NW, 
Washington,  D.C.  20456. 

-  Notificatioa  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 
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Contcatiiic  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained,  supervisor  of  individual,  individual’s  physician,  hospital  at¬ 
tending  in^vidual.  Civil  Service  Commission. 

NCUA-27 

System  name:  Entergency  Information  (Employee)  File. 

System  location:  National  Credit  Union  Administation,  2025  M 
Street,  NW,  Room  3106,  Washington,  DC  204S6. 

Categories  of  individuals  covered  by  the  system:  NCUA  Central 
Office  employees. 

Categories  of  records  ia  the  systew  Contains  personal  in¬ 
formation  on  em{doyee,  i.e.,  height,  weight,  hair  color,  eye  color. 
Also  contains  individual  to  contact  in  case  of  emergeiKy  situation 
with  the  employee. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  obtain  persm^  infor¬ 
mation  for  employee  I.D.  cards  and  to  contact  relatives  of  friends 
in  cases  of  emergency.  Used  by  Division  of  Persoimel  staff  and 
others  on  a  need-to-kiiow  basis.  Disclosure  may  be  tirade  to  a  con- 
^ssional  office  from  the  record  of  an  individual  in  response  to  an 
inquiry  from  the  congressioiud  office  made  at  the  request  of  that 
individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  On  paper. 

Retrievability:  Indexed  alphabetically  by  name. 

Safeguards:  Records  are  maintained  in  locked  file  drawer. 

Retcntkm  and  disposal:  Disposed  of  after  employee  is  separated 
from  ageiKy. 

System  managerfs)  and  address:  Director,  Division  of  Persoimel, 
National  Credit  Union  Administration,  2025  M  Street,  NW, 
Washington,  E>C  20456. 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

NCUA-28 

System  name:  Employees  Training/CTareer  Development  Inventory. 

System  location:  Division  of  Training  and  (Tareer  Development, 
National  Credit  Union  Administration,  1111  18th  Street,  NW, 
Room  400,  Washington,  DC  29456. 

Categories  of  individuals  covered  by  the  system:  NCUAA  em¬ 
ployees. 

Categories  of  records  in  the  system:  Training  requests,  reports,  ap¬ 
praisals  and  other  documentation. 

Authority  for  maintenance  of  the  system:  12  U.S.C.A.  1766(iXl), 
12  U.S.C.A.  1789(aX7). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  EMsclosure  may  be  made 
to  a  congressional  office  from  the  record  of  an  individual  in 
response  to  an  inquiry  from  the  congressional  office  made  at  the 
request  of  that  individual.  Career  Development  disclosures  may  be 
made  to  the  Civil  Service  Commission.  (Dther  uses  are  intraagency 
only.  . 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper. 

Retrievability:  By  employee. 

Safeguards:  Maintained  in  locked  file  cabinets  in  secured  offices. 

Retention  and  disposal:  Coterminous  with  the  subject’s  employ¬ 
ment  with  NCZTJA. 

System  managers)  and  address:  Director,  Divison  of  Training  and 
Career  Development,  National  Credit  Union  Administration,  II II 
18th  Street,  NW,  Room  400,  Washington,  DC  20456. 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained,  trainers,  supervisors. 


NCUA-» 

System  name;  NCUA  Executive  Management  Development  System. 

System  location:  Division  of  Training  and  C^aieer  Development, 
National  Credit  Union  Administration,  1 1 II  18th  Street,  NW, 
Room  400,  Washington,  DC  20456. 

Categories  of  individuals  covered  by  the  system:  NCUA  personnel 
selected  for  the  executive  management  development  program. 

Categories  of  records  in  the  system:  Training  requests,  reports,  ap¬ 
praisals  and  other  documentation. 

Authority  for  maintenance  of  the  system:  12  U.S.C.A.  1766(iKl). 
12  U.S.C.A.  1789(aK7). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Disclosure  may  be  made 
to  a  congressional  office  from  the  record  of  an  individual  in 
response  to  an  inquiry  from  the  congressional  office  made  at  the 
request  of  that  individual.  (Career  Development  related  disclosures 
may  be  made  to  the  Civil  Service  Commission.  Other  uses  are  in- 
traagcncy  cmly. 

Policies  and  practices  tor  storing,  retrieving,  accessiiig,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  paper. 

Retrievability:  By  employees. 

Safeguards:  Maintained  in  locked  file  cabinets  in  secured  offices. 

Retention  and  disposal:  Coterminous  with  the  subject’s  employ¬ 
ment  with  NCUA. 

System  maaagrtfs)  aad  address:  Director,  Division  of  Training 
and  Career  Development,  National  Credit  Union  Administration, 
nil  I8th  Street,  NW,  Room  400,  Washington,  DC  20456. 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained,  trainers,  supervisors. 

NCUA-30 

System  name:  Consumer  Inquiry  Records  and  Data. 

Systm  location:  Division  of  Consumer  Affairs,  Office  of  Ex¬ 
amination  and  Insurance,  Room  3310,  National  Credit  Union  Ad¬ 
ministration,  Washington,  DC  20456 

Subsidiary:  Related  information  nuy  be  maintained  in  credit  union 
files  in  NCUA’s  six  regional  offices  (See,  systems  NCUA-II  through 
NCUA-16  for  addresses). 

Categories  of  individuals  covered  by  the  system:  Persons  who  sub¬ 
mit  inquiries/complainls  concerning  Federal  credit  unions. 

Categories  of  records  in  the  system:  Inquiries,  complaints,  and  in¬ 
formation  on  outcome. 

Authority  for  maintenance  of  the  system:  12  U.S.C.A.  l766(iKl). 
12  U.S.C.A.  1789(aK7),  5  U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  may  be  dis¬ 
closed  to  officials  of  Fraeral  credit  unions  in  connection  with  in¬ 
vestigation  of  inquiries  and  complaints.  Relevant  referrals  may  be 
made  to  appropriate  law  enforcement  agencies  or  authorities  in 
connection  with  investigations  and/or  prosecution  of  alleged  civil, 
criminal  and  administrative  violations.  Disclosure  may  be  made  to  a 
coi^essional  office  from  the  record  of  an  individual  in  response  to 
w  inquiry  from  the  congressional  office  made  at  the  request  of  that 
individual.  Disclosures  may  also  be  made  to  the  Federal  Reserve 
Board,  other  Federal  financial  regulatory  agencies,  and  the  Con¬ 
gress  or  any  of  its  authorized  committees  in  fulfilling  reporting 
requirements  or  assessing  implementation  of  applicable  laws  and 
regulations.  (Such  disclosures  will  be  made  in  a  nonidentifiable 
manner  when  feasible  and  appropriate.)  Referrals  may  also  be  made 
to  other  Federal  and  nonfe^ral  supervisory  or  regulatory  authori¬ 
ties  when  the  subject  matter  of  a  complaint  or  inquiry  is  more 
properly  within  such  other  agency’s  juri^ction.  Other  disclosures 
are  intraagency  only. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper,  computer  tape. 

Retrievability:  By  individual  name,  account  number  or  system 
identifier;  or  by  credit  union  name;  or  by  some  combination 
thereof. 

Safeguards:  Maintained  in  secured  offices. 

Retention  and  disposal:  Records  are  retained  indefinitely. 
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System  maiiagcr(s)  and  addrem:  Director,  Division  of  Consumer 
Affairs,  Office  of  Examination  and '  Insurance.  Room  3310, 
tional  Credit  Union  Administration,  Washington,  DC  29456. 

Notification  procedure:  Same  as  above. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Inquirer  or  complainant  (or  his  or  her 
representative,  which  may  include,  e.g.,  a  member  of  congres$  or 
an  attorney).  Federal  cre^t  union  officials,  employees  arid  mem¬ 
bers,  NCUA  examiners  and  central  files  on  Federal  credit  unions. 

APPENDIX — National  Credit  Union  Administration 

In  the  event  that  a  system  of  records  maintained  by  this  agency 
to  carry  out  its  functions  indicates  a  violation  or  potential  vic^tion 
of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and  whether 
arising  by  general  statute  or  particulv  program  statute,  or  by  regu¬ 
lation,  rule  or  order  issued  pursuant  thereto,  the  relevant  records  in 
the  system  of  records  may  be  referred,  as  a  “routine  use”,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
ch^ed  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementmg  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  Federal,  State  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary,  to  oMain 
information  relevant  to  an  agerKy  decision  concerning  the  hiring  or 
retention  of  any  employee,  the  issuance  of  a  security  clearance,  the 
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letting  of  a  contract  or  the  issuaiKC  of  a  license,  grant  or  other 
beneflt. 

A  record  from  this  system  of  records  may  be  disclosed  to  a 
Federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investi^tor,  arbitrator  or  other  duly 
authorized  official  engaged  in  investigation  or  settlement  of-  a 
grievatKe,  comi^nt,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civil  Service  Commission  in  accordance  with  the  agency’s  respon¬ 
sibility  for  evaluation  and  oversight  of  Federal  personnel  mattage- 
ment. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  Federal  ageiKy  for  purposes  of  audit. 

A  record  from  this  system  of  record  may  be  disclosed  as  a 
“routine  use”  to  a  Memter  of  Ckmgress  or  to  a  congressional  staff 
member  in  response  to  an  inquiry  of  the  congressional  office  made 
at  the  request  of  the  individual  about  whom  the  record  is  iruun- 
tained. 

A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  the  General  Services  Administration  in 
connection  with  administrative  services  provided  to  this  agency 
under  agreement  with  GSA. 
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PENNSYLVANIA  AVENUE 
DEVELOPMENT  CORPORATION 
PRIVACY  ACT  OF  1974 
Systems  of  Records;  Annual  Publication 

In  accordance  with  section  SS2a(eX4)  of  the  Privacy  Act  of  1974, 
the  Pennsylvania  Avenue  Development  Corporation,  hereby  publishes 
the  systems  of  records  currently  maintained  by  the  Corporation.  No 
changes  have  occurred  since  the  last  annual  publication  on  October  26, 
1976  (41  FR  47012),  revised  November  5,  1976  (41  FR  48821). 

Dated;  August  3,  1977. 

John  M.  Woodbridge, 

Executive  Director. 

TABLE  OF  CONTENTS 

1 —  General  Personnel  Files 

2 —  Time  and  Attendance  Records 

3 —  Job  Applications 

4 —  General  Accounting  Records 

5 —  Payroll  Records 

6—  Equal  Employment  Opportunity  Compliance  and  Complaint 
Files 

PADC— 1 

System  name:  General  Personnel  Files  (including  Copies  of  OPF- 
CSO-PADC 

System  location:  Pennsylvania  Avenue  Development  Corporation, 

425  13th  Street,  NW.,  Suite  1148,  Washington,  D.C.  2(X)04. 

Categories  of  individuals  covered  by  the  system:  Past  and  presei^t 
employees  of  the  Corporation;  past  and  present  members  of  Board 
of  Directors;  past  and  present  experts  and  consultants  who  have 
been  employed  on  an  intermittent  or  temporary  basis. 

Categories  of  records  in  the  system:  Personnel  information,  includ¬ 
ing:  position  descriptions;  performance  appraisals;  notifications  of 
personnel  action;  travel  records;  payroll  change  slips;  employment 
history;  Personal  Qualifications  Statement  (SF-171)  and  resumes;  | 
social  security  number;  biographical  sketches;  applications  for 
government  motor  vehicle  operator’s  permits;  employee  telephone 
and  address  listings. 

Authority  for  maintenance  of  the  system:  Pennsylvania  Avenue 
Development  Corporation  Act  of  1972,  Sec.  6,  Pub.  L.  92-578,  86 
Stat.  1270  (40  U.S.C.  875). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix.  Informa¬ 
tion  is  used  in-house  to  complete  reports,  take  personnel  action, 
and  fulfill  other  administrative  requirements.  Categories  of  users 
are  Administrative  Officer  and  Administrative  Assistant  and  Super¬ 
visors. 

Policies  and  practices  for  storing,  retrieving,  .icceming,  retaining, 
and  disposing  of  records  in  the  system:  i 

Storage:  Paper  records  stored  in  file  folders. 

Retrievability:  Retrieved  manually,  by  name  of  individual? 

Safeguards:  Records  are  stored  in  locking  metal  file  cabinets  in 
secured  premises;  access  is  limited  to  those  whose  official  duties 
require  access. 

Retention  and  disposal:  Records  retained  indefinitely. 

System  managerfs)  and  address:  Administrative  Officer,  Pennsyl-  j 
vania  Avenue  Development  Corporation,  425  I3th  Street,  NW., 
Suite  1148,  Washington,  D.C.  200()4. 

Notification  procedure:  Address  inquiries  to  Administrative  Of¬ 
ficer,  at  above  address.  See  Corporation  regulations  on  access  in  36 
CFR  903. 

Record  access  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  to  whom  records  pertain;  su-  ^ 
pervisors;  official  personnel  records. 

Svstems  exempted  from  certain  provisions  of  the  act:  None 
PADC— 2 

System  name:  Time  and  Attendance  Records— PADC 

System  location:  Pennsylvania  Avenue  Development  Corporation, 
425  13th  Street,  NW.,  Suite  1148,  Washington,  D.C.  20004 


ISSUANCES 


Categories  of  individuals  covered  by  the  system:  Past  and  present 
poration  staff  members;  past  and  present  members  of  Board  of 
Directors;  past  and  present  experts  and  consultants  who  are  em¬ 
ployed  on  an  intermittent  or  temporary  basis. 

Categories  of  records  in  the  system:  Records  of  all  actual  hours 
worked;  annual  leave  status;  sick  leave  status;  copies*  of  all  time 
and  attendance  records. 

Authority  for  maintenance  of  the  system:  Pennsylvania  Avenue 
Development  Corporation  Act  of  1972,  Sec.  6.  Pub.  L.  92-578,  86 
Stat.  1270  (40  U.S.C.  875). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix  Records 
are  used  to  prepare  payroll  checks  and  to  maintain  records  of 
leave.  Routine  user  is  General  Services  Administration;  records  are 
also  released  to  General  Accounting  Office  for  auditing  and  to  In¬ 
ternal  Revenue  Service  for  investigation  purposes. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Current  records  in  system  maintained  in  two  loose-leaf 
notebooks;  previous  year  records  maintained  in  file  storage. 
Retrievability:  Retrieved  manually,  by  name  of  individual. 
Safeguards:  Data  arc  maintained  in  secured  premises. 

Retention  and  disposal:  Records  retained  indefinitely. 

System  manager(s)  and  address:  Administrative  Officer,  Pennsyl¬ 
vania  Development  Corporation,  425  13th  Street,  NW.,  Suite  1148, 
Washington,  D.C.  20(X)4. 

Notification  procedure:  Address  inquiries  to  Administrative  Of¬ 
ficer,  at  above  address.  See  Corporation  Regulations  on  access  in 
36  CFR  903. 

Record  access  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  to  whom  records  pertain; 
timekeeper;  supervisors. 

Systems  exempted  from  certain  provisions  of  the  act:  None 


PADC— 3 

System  name:  Job  Applications— PADC 

System  location:  Pennsylvania  Avenue  Development  Corporation, 
425  13th  Street,  NW.,  Suite  1148,  Washington,  D.C.  20(X)4. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  applied  for  positions  with  the  Corporation. 

Categories  of  records  in  the  system:  Job  applications  (SF-171)  and 
resumes  containing  name,  address,  telephone  number,  date  and 
place  of  birth,  marital  status,  employment  and  educational  history, 
and  similar  information. 

Authority  for  maintenance  of  the  system:  Pennsylvania  Avenue 
Development  Corporation  Act  of  1972,  Sec.  6,  Pub.  L.  92-578,  86 
Stat.  1270  (40  U.S.C.  875). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ry  ^  users  and  the  purposes  of  such  uses:  See  Appendix.  Informa¬ 
tion  is  used  to  evaluate  prospective  employees  of  the  Corporation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Material  stored  in  file  folders. 

Retrievability:  Retrieved  manually,  by  name  of  individual. 

Safeguards:  Records  are  stored  in  locking  metal  file  cabinets  in 
secured  premises. 

Retention  and  disposal:  Records  are  either  returned  to  applicant 
or  maintained  for  one  year  from  date  of  receipt  and  then  destroyed. 

System  manager(s)  and  address:  Administrative  Officer,  Pennsyl¬ 
vania  Avenue  Development  Corporation,  425  13th  Street,  NW., 
Suite  1148,  Washington,  D.C.  2(X)04. 

Notification  procedure:  Address  inquiries  to  Administrative  Of¬ 
ficer,  at  above  address.  See  Corporation  Regulations  on  access  in 
36  CFR  903. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual  to  whom  records  pertain. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
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t  PADC-4 

f;  System  name:  General  Accounting  Records— PAE>C 

I  System  location:  General  Services  Administration,  Central  Office; 

copies  held  by  the  Corporation.  (GSA  holds  records  for  the  Cor¬ 
poration  under  agreement). 

Categories  of  individuals  covered  by  the  system:  Corporation  em- 
J  ployees;  Member  of  the  Board  of  Directors;  experts  and  con- 

,1  sultants  who  have  been  employed  on  an  intermittent  or  temporary 

^  basis. 

Categories  of  records  in  the. system:  SF-1038,  Application  and  ac¬ 
count  for  advance  of  funds;  SF-1164,  Reimbursement  Vouchers; 
SF-1112,  Travel  Voucher. 

Authority  for  maintenance  of  the  system:  .31  U.S.C,  generally;  also 
Pennsylvania  Avenue  Development  Corporation  Act  of  1972,  Sec. 
5,  6,  Pub.  L.  92-578,  86  Stat.  1269,  1270,  (40  U.S.C.  874,  875) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  .See  Appendix.  Records 
also  are  released  to  General  Accounting  Office  for  audits,  to  the  In¬ 
ternal  Revenue  Service  for  investigation;  to  the  General  Services 
Administration  for  administrative  services;  to  the  Treasury  Depart¬ 
ment  for  reimbursement. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  and  tape. 

Retriev ability:  Manual  and  automated  by  name. 

Safeguards:  Stored  in  guarded  building;  released  only  to 
authorized  personnel. 

Retention  and  disposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

System  manager(s)  and  address:  Administrative  Officer,  Pennsyl¬ 
vania  Avenue  Development  Corporation,  425  13th  Street,  NW., 
Suite  1148,  Washington,  D.C.  20004. 

Notification  procedure:  Address  inquiries  to  Administrative  Of¬ 
ficer,  at  above  address.  See  Corporation  Regulations  on  access  in 
36  CFR  903. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  The  subject  individual;  the  Corporation. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
PADC— 5 

System  name:  Payroll  Records— PADC 

System  location:  General  Services  Administration,  Region  3  Of¬ 
fice;  copies  held  by  the  Corporation  (GSA  holds  records  for  the 
Corporation  under  agreement.) 

i  Categories  of  individuals  covered  by  the  system:  Past  and  present 

Corporation  employees;  past  and  present  members  of  Board  of 
Directors;  past  and  present  experts  and  consultants  who  have  been 
employed  on  an  intermittent  or  temporary  basis. 

Categories  of  records  in  the  system:  Varied  payroll  records,  in¬ 
cluding,  among  other  documents,  time  and  attendance  cards;  pay¬ 
ment  vouchers;  comprehensive  listing  of  employees;  health  benefits 
i  records;  requests  for  deductions;  tax  forms;  W2  forms;  overtime 

requests,  leave  data;  retirement  records.  Records  are  used  by  the 
Corporation  and  GSA  employees  to  maintain  adequate  payroll  in- 
,  formation  for  Corporation  employees  and  otherwise  by  Corporation 
and  GSA  employees  who  have  a  need  for  the  record  in  the  per¬ 
formance  of  their  duties. 

Authority  for  maintenance  of  the  system:  31  U.S.C.,  generally; 
also  Pennsylvania  Avenue  Development  Corporation  Act  of  1972, 
Secs.  5,  6,  Pub.  L.  92-578,  86  Stat.  1269,  1270  (40  U.S.C.  874.  875). 
b  Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 

ries  of  users  and  the  purposes  of  such  uses:  See  Appendix.  Records 
can  be  released  to  the  General  Accounting  Office  for  audits;  to  the 
Internal  Revenue  Service  for  investigation;  to  the  General  Services 
Administration  for  administrative  services. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  and  microfilm. 

Retrievahility:  Social  Security  Number. 

Safeguards:  Stored  in  guarded  building;  released  only  to 
authorized  personnel. 


Retention  and  dtoposal:  Disposition  of  records  shall  be  in  ac¬ 
cordance  with  the  HB  GSA  Records  Maintenance  and  Disposition 
System  (OAD  P  1820.2). 

'  System  mana«r(s)  and  address:  Administrative  Officer,  Pennsyl¬ 
vania  Avenue  Development  Corporation,  425  13th  Street,  NW., 
Suite  1148,  Washington,  D.C.  200()4. 

Notification  procedure:  Address  inquiries  to  Administrative  Of¬ 
ficer.  at  above  address.  See  Corporation  Regulations  on  access  in 
.36  CFR  903. 

Record  access  procedures:  Same  as  the  above. 

Contesting  record  procedures:  Same  as  the  above. 

Record  source  categories:  Individual  to  whom  records  pertain;  the 
Corporation,  including  its  timekeeper. 

Systems  exempted  from  certain  provisions  of  the  act:  None 
IPADC-6 

System  name:  Equal  Employment  Opportunity  Compliance  and 
Complaint  Files— PADC 

System  locatioa:  Pennsylvania  Avenue  Development  Corporation, 
425  13th  Street,  NW..  Suite  1148,  Washington,  D.C.  2O(S04. 

Categories  of  individuals  covered  by  the  system:  Individuals  filing 
EEO  complaints  with  the  Corporation 

Categories  of  records  in  the  system:  Name,  address,  social  securi¬ 
ty  number,  job  title,  wage  rate,  earnings,  dates  of  employment, 
race,  sex,  work  history  ,  data  on  applications  for  employment,  and 
complaint,  including  letter  or  document  initiating  complaint, 
directions  on  investigating  complaint,  affidavits,  investigating  re¬ 
port,  and  copies  of  correspondence  with  complainant. 

Authority  for  maintenance  of  the  system:  U.S.C.  3301,  7151-7154, 
E.O.  11478 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  See  Appendix;  the  pur¬ 
pose  of  the  file  is  to  cause  Setion  to  be  taken  on  discrimination 
complaints. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  stored  in  file  folders. 

Retrievahility:  Retrieved  manually,  by  name  of  individual. 

Safeguards:  Records  are  stored  in  locking  metal  file  cabinets  in 
secured  premises;  access  is  limited  to  those  whose  official  duties 
require  access. 

Retention  and  disposal:  Records  retained  indefinitely. 

System  manager(s)  and  address:  General  Counsel.  Pennsylvania 
Avenue  Development  Corporation,  425  13th  Street,  NW.,  Suite 
1148,  Washington,  D.C.  200iM. 

Notification  procedure:  Address  inquiries  to  General  Counsel,  at 
above  address.  See  Corporation  Regulations  on  access  in  36  CFR 
903. 

Record  access  procedures:  Same  as  above. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Individual -to  whom  records  pertain;  fel¬ 
low  workers  and  employer  pursuant  to  investigation  of  complaint. 

Systems  exempted  from  certain  provisions  of  the  act:  None. 

Appendix  (PADC) 

1.  In  the  event  that  a  system  of  records  maintained  by  this  agen¬ 
cy  to  carry  out  its  functions  indicates  a  violation  or  potential  viola¬ 
tion  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  statute,  or 
by  regulation,  rule  or  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a  routine  use. 
to  the  appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

2.  A  record  from  this  system  of  records  may  be  disclosed  as  a 
“routine  use”  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

3.  A  record  from  this  system  of -records  may  be  disclosed  to  a 
federal  agency,  in  response  to  its  request,  in  connection  with  the 
hiring  or  retention  of  an  employee,  the  issuance  of  a  security 
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clearance,  the  reporting  of  an  investigation  of  an  employee,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit  by  the  requesting  agency,  to  the  extent  that  the  information 
is  relevant  and  necessary  to  the  requesting  agency’s  decision  in  the 
matter. 

4.  A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner,  formal  complaints  examiner, 
equal  employment  opportunity  investigator,  arbitrator  or  other  duly 
authorized  official  engaged  in  investigation  or  settlement  or  a 
grievance,  complaint,  or  appeal  filed  by  an  employee.  A  record 
from  this  system  of  records  may  be  disclosed  to  the  United  States 
Civil  Service  Commission  in  accordance  with  the  agency’s  respon¬ 
sibility  for  evaluation  and  oversight  of  federal  personnel  manage¬ 


ment. 

5.  A  record  from  this  system  of  records  may  be  disclosed  to  of¬ 
ficers  and  employees  of  a  federal  agency  for  purposes  of  audit. 

6.  A  record  from  this  svstem  of  records  may  be  disclosed,  as  a 
routine  use.  in  the  course  of  presenting  evidence  to  a  court,  magis¬ 
trate  or  administrative  tribunal,  including-  disclosures  to  opposing 
counsel  in  the  course  of  settlement  negotiations. 

7.  A  record  in  this  system  of  records  may  be  disclosed,  as  a  rou¬ 
tine  use,  to  a  Member  of  Congress  submitting  a  request  involving 
the  individual  when  the  individual  is  a  constituent  of  the  Member 
and  has  requested  assistance  from  the  Member  with  respect  to  the 
subject  matter  of  the  record. 


|FR  Doc.77-27902  Filed  9-22-77;  8: 45  am| 
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SMALL  BUSINESS  ADMINISTRATION 

PRIVACY  ACT  OF  1974 
Systems  of  Records;  Annual  Publication 

The  Privacy  Act  of  1974  (Pub.  L.  93-579),  found  in  5  U.S.C. 
SS2a..  requires  that  agencies  publish  in  the  Federal  Register  at  least 
annually  a  notice  of  the  existence  and  character  of  each  system  of 
records  maintained  by  the  agency  from  which  personal  information 
is  retrieved  by  the  name  of  the  individual  or  by  some  identifying 
particular  assigned  to  that  individual. 

In  accordance  with  5  U.S.C.a(eX4)  and  (II)  the  Small  Business 
Administration  is  submitting  the  following  notice  of  systems  of 
records  maintained  by  the  agency.  The  agency  last  published  their 
systems  in  full  text  in  41  FR  41647,  dated  September  22,  1976.  Two 
notices  of  new  systems  of  records  have  also  been  published  in  42 
FR  19539  and  42  FR  31856.  Persons  interested  in  commenting  on 
the  notices  should  address  their  comments  in  writing  to  Freedom  of  ■ 
Information  and  Privacy  Act  Officer,  Room  1022,  Small  Business 
Administration,  1441  "L”  Street,  N.W.,  Washington,  D.C.  200416 
on  or  before  CX:tober  26,  1970.  All  written  comments  received  through 
this  date  will  be  considered  prior  to  publication  of  the  final  notice. 

Dated:  August  8,  1977 


A.  Vernon  Weaver, 

Administrator. 


The  following  notice  of  systems  of  records  proposed  for  adoption 
by  the  Small  Business  Administration  makes  reference  to  addresses 
to  Agency  offices  and  record  centers  where  Agency  records  are 
maintained.  Appendix  A  lists  addresses  for  the  Centi^  Office,  the 
regional  offices,  the  district  offices,  and  the  branch  offices. 

Appendix  B  lists  addresses  of  national  centers  not  maintained  by 
the  Small  Business  Administration  where  Agency  records  are  also 
located.  The  Small  Business  Administration  is,  likewise,  responsible 
for  all  of  its  records  maintained  in  these  centers  and  the  notice 
refers  to  these  centers  where  appropriate. 

APPENDIX  A 

Central  Office 
1441  1  Street,  N.W. 

Washington,  D.C.  20416 
Boston  Regional  Office 
150  Causeway  Street— 10th  Floor 
Boston,  Ma.  02114 
New  York  Regional  Office 
26  Federal  ^za,  Rm.  3214 
New  York,  New  York  10007 
Philadelphia  Regional  Office 
Suite  646— West  Lobby 
One  Bala  Cynwyd  Plaza 
231  St.  Asaphs  Road 
Bala  Cynwyd,  Pa.  19004 
Atlanta  Regional  Office 
1375  Peachtree  Street,  N.E. 

Atlanta,  Ga.  30309 
Chicago  Regional  Office 
Federal  Building 

219  South  Dearborn  Street,  Rm.  838 
Chicago,  Ill.  60604 
Dallas  Regional  Office 
1720  Regal  Row 

Regal  Park  Office  Bldg.,  Suite  230 
Dallas,  Tex.  74235 
Kansas  City  Regional  Office 
91 1  Walnut  Street,  23rd  Floor 
Kansas  City,  Mo.  64106 
Denver  Regional  Office 
1405  Curtis  Street 
22nd  Floor,  Executive  Tower  Bldg. 

Denver,  Colo.  80202 
San  Francisco  Regional  Office 
450  Golden  Gate  Ave.,  Box  36044 
San  Francisco,  Calif.  ^102 
Seattle  Regional  Office 
710  2nd  Ave. 

5th  Floor,  Dexter  Horton  Building 
SeatUe,  Wash.  98104 
Boston  District  Office 


150  Causeway  Street,  10th  Floor 
Boston,  Mass.  02114 
Augusta  district  Office 
40  Western  Ave.,  Rm.  512 
Federal  Bldg. 

Augusta,  Maine  04330 
Concord  Etistrict  Office 
55  Pleasant  Street,  Rm.  213 
Concord,  N.H.  03301 
Hartford  District  Office 
One  Financial  Plaza 
Hartford,  Conn.  06103 
Montpelier  District  Office 
Federal  Bldg. 

87  State  Street,  Rm.  210 
Montpelier,  Vt.  05602 
Providence  District  Office 
57  Eddy  Street,  7th  Floor 
Providence,  R.I.  02903 
New  York  District  Office 
26  Federal  Plaza,  Rm.  3100 
New  York,  N.Y.  10007 
Hato  Ray  District  Office 
Chardon  and  Bolivia  Streets 
P.O.  Box  1915 

Hato  Ray,  Puerto  Rico  00919 
Newark  District  Office 
970  Broad  Street,  Rm.  1635 
Newark,  N  J.  07102 
Syracuse  District  Office 
Federal  Building— Rm.  1073 
100  South  Cninton  Street 
Syracuse,  N.Y.  13202 
Philadelphia  District  Office 
231  St.  Asaphs  Rd. 

1  Bala  Cynwyd  Plaza,  Suite  400 — East  Lobby 
Bala  Cynwyd,  Pa.  19()04 
Baltimore  District  Qffke 
Oxford  Bldg. 

8600  LaSalle  Road,  Rm.  630 
Towson,  Maryland  21204 
Clarksburg  District  Office 
109  North  3rd  Street,  Rm.  301 
Londes  Building 
Clarksburg,  W.  Va. 

Pittsburgh  I^trict  Office 
Fedei^  Building 
1000  Liberty  Ave.,  Rm.  1401 
Pittsburgh,  Pa.  15222 
Washington  District  Office 
1030  15th  Street,  N.W.,  Suite  250 
Washin^on,  D.C.  20417 
AUanta  District  Office 
1720  Peachtree  Strteet,  N.W.,  6th  FI. 

Atlanta,  Ga.  30309 
Birmingham  District  Office 
908  South  20th  Street,  Rm.  202 
Birmingham,  Ala.  35205 
Charlotte  District  Office 
230  S.  Tryon  Street 
Charlotte,  N.C.  28202 
Columbia  District  Office 

1801  Assembly  Street,  Rm.  131 
Columbia,  S.C.  29201 
Jackson  District  Office 
Providence  Capitol  Bldg.,  Suite  690 
200  E.  Pascagoula  Street 
Jackson,  Miss.  39201 
Jacksonville  District  Office 
Federal  Bldg. 

400  West  Bay  Street,  Rm  261 
P.O.  Box  35067 
Jacksonville,  Fla.  32202 
Louisville  District  Office 
Federal  Bldg. 

600  Federal  Plaza,  Rm.  188 
Louisville,  Ky.  40202 
Miami  District  Office 
2222  Ponce  De  Leon  Blvd.,  5th  Floor 
Coral  Gables,  Fla.  33134 
Nashville  District  Office 
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404  James  Robertson  Parkway,  Suite  1012 
Nashville.  Tenn.  37219 
Chicago  District  Office 
219  South  Dearborn  St. 

Rm.  437  Federal  Building 
Chicago,  Ill.  60604 
Cleveland  District  Office 
1240  East  9th  Street,  Rm.  317 
Cleveland,  Ohio  44199 
Columbus  District  Office 
34  North  High  Street 
Tonti  Bldg. 

Columbus,  Ohio  4321 S 
Detroit  District  Office 
477  Michigan  Ave. 

McNamara  Bldg. 

Detroit,  Mkh.  ^226 
Indianapolis  District  Office 
575  North  Pennsylvania  Street 
Rm.  552  New  Fed  Bldg 
Indianapolis,  Ind.  46204 
Madison  District  Office 
122  West  Washington  Ave.,  Rm.  713 
Madison,  Wis.  53703 
Minneapolis  District  Office 
1 2  South  6th  Street 
Plymouth  Bldg 
Minneapolis,  Minn.  55402 
Dallas  District  Office 

1100  Commerce  St.,  Room  3C36 
Dallas.  Tex.  75242 
Albuquerque  District  Office 
5000  Marble  Ave.,  N.E. 

Patio  Plaza  Bldg. 

Albuquerque,  NM  86110 
Houston  District  Office 
One  Allen  Ctr. 

500  Dallas  Street 
Houston,  Tex  77002 
Little  Rock  District  Office 
61 1  Gaines  Street,  Suite  900 
Little  Rock.  Ark  72201 
Lubbock  District  Office 
1203  T'cxds  Ave 

712  Federal  Office  Bldg.  &  U.S.  Courthouse 
Lubbock,  Tex.  79401 
Lower  Rio  Grande  VaUey  District  Office 
222  East  Van  Buren  Street 
Harlingen,  Tex.  78550 
New  Orleans  District  Office 
1001  Howard  Ave. 

Plaza  Tower  17th  FI. 

New  Orleans,  La.  70113 
Oklahoma  City  District  Office 
Federal  Bldg. 

200  N.W.  5th  Street.  Suite  670 
Oklahoma  City,  Okla.  73102 
San  Antonio  District  Office 
727  E.  Durango.  Rm.  A-513 
San  Antonio,  Tex.  78206 
Kansas  City  District  Office 
1 150  Grande  Ave.,  5th  Floor 
Kansas  City,  Mo. 

Des  Moines  District  Office 
New  Federal  Building 
210  Walnut  Street.  Rm.  749 
Des  Moines,  Iowa  50309 
Omaha  District  Office 
19  and  Famam  Streets 
Empire  State  Building 
Omaha,  Neb.  68102 
St.  Louis  District  Office 
Suite  2500,  Mercantile  Tower 
One  Mercantile  Center 
St.  Louis,  Mo.  63101 
Wichita  District  Office 
110  East  Waterman  Street 
Main  Place  Bldg. 

Wichita,  Kan.  67202 
Denver  District  Office 
721  19th  Street,  Rm.  426A 


Denver,  Colo.  80202 
Casper  District  Office 
Federal  Bldg.,  Rm.  4001 
100  East  B  Street 
Casper,  Wyo.  82601 
Fargo  District  Office 
Federal  Bldg 

653  2nd  Ave.,  North,  Room  218 
Fargo.  N.  Dak.  58102 
Helena  District  Office 
618  Helena  Ave. 

Helena,  Mont.  59601 
Salt  Lake  City  District  Office 
Fed.  Bldg. 

125  South  State  Street,  Rm.  2237 
Salt  Lake  City,  Utah  84138 
Sioux  Falls  District  Office 
National  Bank  Bldg. 

8th  and  Main  Ave.,  Rm.  402 
Sioux  Falls,  S.  Dak.  57102 
San  Francisco  District  Office 
211  Main  Street 
San  Francisco,  Calif.  94105 
Las  Vegas  District  Office 
301  E.  Stewart 
Las  Vegas,  Nev.  89101 
Honolulu  District  Office 
1149  Bethel  Street,  Rm.  308 
Honolulu,  Hawaii  96813 
Los  Angeles  District  Office 
350  S.  Figueroa  Street,  6th  Floor 
Los  Angeles,  Calif.  90071 
Phoenix  District  Office 
112  North  Cnetral  Ave. 

Phoenix,  Ariz.  8.5004 
San  Diego  District  Office 
880  Front  Street 
Federal  U.S  Bldg.,  Rm.  4-S-33 
San  Diego,  Calif.  92188 
Seattle  District  Office 
915  Second  Ave. 

Fed.  Bldg.,  Rm.  1744 
Seattle.  Wash.  98174 
Anchorage  District  Office 
1016  West  6th  Ave.,  Suite  200 
Anchorage  Legal  Center 
Anchorage,  Alaska  995D1 
Boise  District  Office 
216  North  8th  St.,  Rm.  408 
Boise,  Idaho  83702 
Portland  District  Office 
1220  S.W  Third  Ave. 

Fed.  Bldg. 

Portland,  Oreg.  97204 
Spokane  District  Office 
Court  House  Bldg.,  Rm.  651 
Spokane,  Wash.  99210 
Buffalo  Branch  Office 
111  West  Huron  Street,  Rm.  1311 
Fed.  Bldg. 

Buffalo,  N.Y.  14202 
Elmira  Branch  Office 
180  State  Street — Rm,  412 
Elmira,  N.Y.  14902 
Harrisburg  Branch  Office 
1500  North  2nd  Street 
Harrisburg,  Pa.  17102 
Wilkes-Barre  Branch  Office 
Penn  Place 

20  N.  Pennsylvania  Ave. 
Wilkes-Barre,  Pa.  18702 
Wilmington  Branch  Office 
844  King  Street 
Federal  Bldg.,  Rm.  5207 
Wilmington,  Del.  19801 
Charleston  Branch  Office 
Charleston  National  Plaza  Suite  628 
Charleston,  W  Va.  25301 
KnoxviUe  Branch  Office 
502  South  Gay  St. 

Rm.  307  Fidelity  Bankers  Building 
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Knoxville,  Tenn. 

Springfield  Branch  Office 
One  North,  OkJ  State  Capitol  Plaza 
Springfield,  III.  62701 
Cincinnati  Branch  Office 
Federal  Bldg. 

SSO  Main  Street 
Cincinnati,  Ohio  45202 
Marquette  Branch  Office 
540  W.  Kay  Ave. 

Don  H.  Bottum  University  Center 
Marquette,  Mich.  49855 
Milwaukee  Branch  Office 
73*5  West  Wisconsin  Ave. 

Rm.  690,  Continental  Bank  Bldg. 

'  Milwaukee,  Wis.  53233 
El  Paso  Branch  Office 
4100  Rio  Bravo,  Suite  300 
El  Paso,  Tex.  79901 
Corpus  Christi  Branch  Office 
3105  leopard  St. 

Corpus  Chiisti,  lex.  78408 
Rapid  City  Bra.'«ch  Office 
515  9th  Street 
Fed  Bldg  ,  Rm  246 
Rapid  City.  S.  Dak.  577C1 
Fresno  Branch  Office,  Fed.  Bldg. 

1130  O  Street.  Rm.  4015 
Fresno,  Calif  93721 
Agana  Branch  Office 
Ada  Plaza  Center  Bldg 
i^ana,  Guam  96910 
Fairbanks  Branch  Office 
501  Second  Ave. 

Fairbanks.  Alaska 
Biloxi  Branch  Office 
111  Fred  Haise  Blvd. 

Gulf  Nat.  Life  Insurance  Bldg..  2nd  FI. 
Biloxi,  Miss.  39530 

APPENDIX  B 

Federal  Archives  and  Records  Center,  GSA 
380  Trapelo  Road 
Waltham,  MA.  02154 

Federal  Archives  and  Records  Center,  GSA 
Military  Ocean  Terminal,  Bldg.  22 
Bayonne,  NJ  07002 

Federal  Archives  and  Records  Center.  GSA 
5000  Wissahickon  Ave. 

Philadelphia.  PA  19114 
Federal  Records  Center,  GSA 
Naval  Supply  Depot,  Bldg.  308 
Mechanicsburg,  PA  17055 
Washington  National  Records  Center 
Washington,  D.C.  20409 
Federal  Archives  and  Records  Center,  GSA 
1557  St.  Joseph  Ave. 

East  Point,  GA  30344 

Federal  Archives  and  Records  Center,  GSA 
7358  South  Pulaski  Road 
Chicago,  IL  60629 
Federal  Records  Center,  GSA 
3150  Bertwynn  Drive 
Dayton,  OH  45439 

Federal  Archives  and  Records  Center,  GSA 
2306  East  Bannister  Road 
Kansas  City,  MO  64131 
National  Personnel  Records  Center,  GSA 
(Civilian  Personnel  Records) 

1 1 1  Winnebago  Street 
St.  Louis,  MO  631 18 

Federal  Archives  and  Records  Center,  GSA 
4900  Hemphill  Street 
P.O.  Box  6216 
Fort  Worth.  TX  76115 
Federal  Archives  and  Records  Center,  GSA 
Bldg.  48,  Denver  Federal  Center 
Denver,  CO  80225 

Federal  Archives  and  Records  Center,  GSA 
1000  Commodore  Drive 
San  Bruno,  CA  9066 


Federal  Archives  and  Records  Center,  GSA 
24000  Avila  Road 
Laguna  Ni|pjel,  CA  92677 
Federal  Archives  and  Records  Center.  GSA 
6125  Sand  Point  Way 
SeatUe,  WA  98115 

TABLE  ON  CONTENTS 
Accountable  Property  File— SBAOOl 
Advisory  CouncU  File— SBA005 
Applicant  Representative  FQes— SBAOlO 
Appraisers  List— SBA0I5 
Auctioneers  List— SBA020 
Audit  Reports— SB A025 
Automated  Personnel  History— SB A030 
Bankruptcy  Filings  in  South  Carolina— SBA035 
Boards  of  Survey— SBA040 
Borrower  Insurance  Files — SBA045 
Career  Counseling  Files— SBA050 
Chamber  of  Commerce  Members— SBA055 
Collateral— SBA060 
Collection  Files— SBA065 
Combined  Federal  Campaign— SBA070 
Commercial  Toll  Calls— SBA075 
Completion  Certificate  Control  Lists— SB A080  ~ 

Congressional  Hearing  Files— SBA085 

Delinquent  Loans — SBA()90 

Designations  of  Cashiers— SB A095 

Disaster  Relief  Act  Printout— SBAIOO 

Disbursements— SB  A1 05 

EEO  Pre-Complaint  Counseling— SB  A 1 10 

EEO  Complaint  Cases— SBA115 

Employee  Awards — SBAI20 

Employee  Biographical  Files— SBAl  25 

Employee  Bond  Participation  Files — SBAl 30 

Employee  Counseling  ^ogram— SBAI35 

Employee  Evaluation  and  Supervision  Files— SBA140 

Employee  Identification  Card  Files— SBA145 

Employee  Suggestions— SBAl 50 

Employee  Applications— SBA155 

Exit  Interviews— SBAl 60 

Finance  &  Investment  Career  Program— SBA170 

Government  Drivers’  Licenses  and  Use  of  Vehicle— SBA180 

Grievances  and  Personnel  Practices  Appeals— SBA185 

Hurricane  Agnes  Disaster  Files — SBAl 90 

Inquiries  and  Correspondence — SB  A 195 

Legal  Work  Files  on  Personnel  Problems— SBA205 

Lessees  of  Federally  Owned  Land  on  Rivers  in  Illinois— SBA210 

Litigation  and  Claims  File— SBA220 

Loan  Accounting— SBA225 

Loan  Activity  Reports— SBA230 

Loan  Case  File— SBA235 

Loan  Closings — SBA240 

Loans  in  Liquidation,  Charged-Off  or  Paid-in-Full — SBA245 

Loan  Master  Files— SBA250 

Management  Assistance  Resource  Files— SBA255 

Minority  Groups— SB A260 

Modifications  in  Loan  Accounting— SB A265 

Non-Career  Employees— SBA270 

Notaries  Public— SBA275 

Occupational  Injuries— SBA280 

Official  Travel  Files— SBA285 

Outside  Employment  Files— SB A290 

Payroll  Files— SBA295 

Personnel  Benefits  Files— SBA300 

Personnel  Card  Index  Files — SBA305 

Personnel  Organization  Roster— SB  A3 10 

Personnel  Security  Files— SB  A3 15 

Portfolio  Reviews— SBA320 

Potential  Spanish— Sumamed  Applicants— SBA325 

Power  of  Attorney  Files — SBA330 

Problem  Loan  Work  Files— SB A335 

Red  Cross  Blood  Program— SBA345 

Reports  on  Minority  Employment— SBA350 

SCORE  Master  FQes— SBA355 

Security  &  Investigations  Files— SB A360 

Security  &  Investigations  Referrals— SBA365 

Settlement  and  Compromise— SB A370 

Small  Business  Person  Awards— SBA375 

Standards  of  Conduct  Files— SBA380 

Tort  ^laims— ABA385 
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Transfer  of  Loan  Records— SBA390 
UCC  Refiling  and  Financial  Statements  Due— SBA395 
Union  Meml^rship— SBA400 
Unofficial  Personnel  Files— SB A405 
Upward  Mobility  Files— SBA410 
Virginia  Attorneys— SB A41 5 
Work  Progress  Reports— SB  A420 
Federal  Personnel  Career  Administration — SBA425 
Executive  Inventory  Record — SBA430 
Executive  Development  Records— SBA435 
Documentation  of  Supervisory  Training— SBA44(i 
Freedom  of  Information  Act  and  Privacy  Act  Case 
Files— SBA445 

SBAOOl 

System  name:  Accountable  Property  File— SBAOOl 
System  locatioo:  Central  Office,  Regional  Office  in  San  Fran¬ 
cisco,  Ca.,  District  Offices  in  Marshall,  Tex.  and  Oklahoma  City, 
Okla.,  and  Branch  Offices  in  Corpus  Christi,  Tex.  and  Cincinnati, 
Ohio. 

Categories  of  individuals  covered  by  the  system:  SBA  Employees. 
Categories  of  records  in  the  system:  Listing  of  items  processed  by 
employees  which  are  the  property  of  the  Small  Business  Adminis¬ 
tration.  with  each  employee’s  signature  verifying  possession. 

Authority  tor  maintenance  of  the  system:  5  U.S.C.  301;  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  Internal  Use  Only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders  or  cabinets. 

Retrievability:  Records  are  indexed  by  employee's  name. 
Safeguards:  Access  to  records  is  generally  limited  to  Office  Ser¬ 
vices  personnel. 

Retention  and  disposal:  Records  are  disposed  of  2  years  after 
latest  inventory  update. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 
Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Accountable  Officer  and  employees. 

SBA005 

System  name:  Advisory  Council  File— SBA005 
System  location:  Branch,  District,  Regional  and  Central  Offices  of 
the  Small  Business  Administration  and  in  Federal  Record  Centers. 
See  Appendix  A  for  SBA  addresses  and  Appendix  B  for  FRC  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  Members,  past 
and  present,  of  SBA  Advisory  ^^ouncils.  Records  are  also  main¬ 
tained  on  those  individuals  being  processed  for  appointment  to  the 
SBA  Advisory  Councils. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  members  of  SBA  Advisory  Councils 
and  includes  political  party  affiliations,  ethnic/minority  identifica¬ 
tion,  security  status.  Congressional  clearances,  recommendations, 
appointment  notices,  address  lists  and  occasionally,  biographical 
data  and  correspondence.  « 


Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Tliese  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  disclose  information  about  an  Advisory  touncil  member  to 
the  general  public. 

To  respond  to  requests  from  the  National  Archives. 

Disclosure  ihay  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders’ and 
index  cards 

Retrievability:  These  records  are  indexed  by  the  Council  member 
or  prospective  Council  member’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  dbposal:  These  records  are  retained  for  three  years 
and  then  forwarded  to  a  Federal  Records  Center.  The  FRC  retains 
these  records  for  five  years  and  then  offers  the  records  for  transfer 
to  the  National  Archives. 

System  managcr(s)  and  address:  Privacy  Act  Officer,  Regmnal 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  Records 
I  Regional  Director  for  Regional  Office  Records 

Branch  Manager  for  Branch  Office  Records 
I  The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in- 
j  dividual  to  determine  whether  the  system  contains  a  record  pertain- 
i  ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Congressional  offices.  Agency  employees,  news  media,  other  Ad¬ 
visory  Council  members.  Federal  Register. 

SBAOlO 

System  name:  Applicant  Representative  Files— SBAOlO 

System  locatioo:  Branch,  District,  Regional  and  Central  Offices  of 
the  SBA.  See  Appendix  A  for  SBA  addresses. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
render  services  in  connection  with  the  preparation  of  SBA  loan  ap¬ 
plications. 

Categories  of  records  in  the  system:  This  system  of  records  con- 
.  tains  information  relating  to  applicant  representatives  including 
revocation  or  suspention  of  representative  privilege,  type  of  service 
performed,  amount  of  compensation  charged  borrowers  and  irregu¬ 
larities  or  complaints. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(b)(6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  lliese  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  state,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecuting  such  violation  or  charged  with  implementing  the 
statute,  or  rule,  regulation  or  order  issued  pursuant  thereto. 
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After  final  SBA  action  revoking  or  suspending  the  privilege  of 
a  representative  to  appear  before  the  SBA,  the  relevant 
records  in  the  system  of  records  may  be  referred,  as  a 
routine  use,  to  other  Federal  Agencies  which  deal  with  the 
individual  as  an  applicant  representative. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  in  index 
cards. 

Retricvability:  These  records  are  indexed  by  representative  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

RetentioD  and  disposal:  The  system  of  records  is  retained  m- 
definitely. 

System  maaa^r(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  turn  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records  • 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in- 
^vidual,  he  or  she  will  be  so  advised. 

CoatesUag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Loan  applicants  and  applications.  Agen¬ 
cy  employees,  third  party  informants,  and  individual  to  whom 
record  pertains. 

SBA015 

System  name:  Appraisers  List— SBA015 

System  location;  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Individual  ap¬ 
praisers. 

Cat^ories  of  records  in  the  ssvtem:  This  system  of  records  con¬ 
tains  information  relating  to  individual  appraisers  including  qualifi¬ 
cations,  correspondence  and,  occasionaUy,  notes  on  performance. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634  (bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  on 
index  cards. 

Retricvability:  Records  are  indexed  by  appraiser’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  officials  whose  duties  require  such  access.  Personnel  screen¬ 
ing  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managcr(s)  and  address:  District  Directors,  and  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records  ^ 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 


ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contestiag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains,  or 
his  agent.  Agency  employees.  National  Association  of  Real  Estate 
Appraisers,  and  published  lists  of  local  and  regional  appraisers. 

SBA020 

System  name:  Auctioneers  List — SBA020 

System  location:  District  and  Regional  Offices  of  SBA.  See  Ap¬ 
pendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
are  auctioneers. 

Categories  of  records  in  the  system;  This  system  of  records  con¬ 
tains  information  relating  to  auctioneers  who  are  interested  in  con¬ 
ducting  sales  on  behalf  of  SBA,  including  categories  of  property 
and  geographic  areas  in  which  the  individual  auctioneer  is  qualified 
and  bonded. 

Authority  for  maintenance  of  the  system:  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders  and 
on  index  cards. 

Retricvability:  These  records  are  indexed  by  auctioneer’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  employed  to  prevent  unauthorized  disclosure. 

RetcBtioD  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  Regional  Directors,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  District  Director  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individu^,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains,  or 
his  agent.  General  Services  Administration,  Loan  Files. 

SBA025 

System  name:  Audit  Reports — SBA025 

System  location:  The  Central  Office  of  the  Small  Business  Ad¬ 
ministration  and  Federal  Record  Centers.  In  some  cases,  copies  are 
maintained  in  the  District  and  Branch  Offices  where  the  loan  was 
processed.  See  Appendix  A  for  SBA  addresses  and  Appendix  B  for 
FRC  addresses. 

Categories  of  individuak  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  detailed  investigations  of  home  disaster  loan  recioknts’  use  of 
SBA  funds.  These  records  also  include  related  correspondence. 
Such  audits  are  rarely  undertaken  unless  large  sums  of  money  are 
involved. 

Authority  for  maintenauce  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 
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RooUbc  uses  of  records  mainUined  in  the  system,  iocludint  cateco- 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  to  the  extent 
that  the  information  is  relevant  and  necessary  to  the  IRS’ 
function. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders. 

Rctrievability:  These  records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  the^e  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  by  SBA  for  two 
years  after  the  loan  has  become  inactive  and  are  then  transferred  to 
an  FRC  where  they  are  maintained  for  five  years  and  then 
destroyed. 

System  managcr(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Financial  institution  reports  and 
records.  Agency  investigation,  individual  to  whom  record  pertains. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  S 
U.S.C.  S52a  (kK2),  all  investigatory  material  in  the  record  compiled 
for  law  enforcement  purposes  is  exempt  from  the  notification,  ac¬ 
cess,  and  contest  requirements  (under  S  U.S.C.  S52a  (cK3),  (d), 
(eXD,  (eK4KG),  (H),  and  (I),  and  (f))  of  the  Agency  regulations. 
This  exemption  is  necessary  in  order  to  accomplish  the  pupose  of 
the  Agency  in  preventing  abuse  of  loan  proceeds  by  recipients,  as 
well  as  enforcing  Agency  rules  and  regulations  (pursuant  to  15 
U.S.C.  634(bK6)  and  15  U.S.C.  645(a)),  and  preventing  subjects  of 
investigations  from  frustrating  the  investigatory  process. 

SBA030 

System  name:  Automated  Personnel  History — SBA030 

System  location:  SBA  Central  Office.  See  Appendix  A  for  ad¬ 
dress. 

Categories  of  individuals  covered  by  the  system:  All  SBA  em¬ 
ployees. 

Categories  of  records  in  the  s^em:  Current  status  of  all  SBA  em¬ 
ployees  including  all  data  pertinent  to  that  status.  This  system  in¬ 
cludes  name.  Social  Security  number,  grade  and  salary  title,  or¬ 
ganization,  education,  veterans  preference,  competitive  level,  date 


of  birth,  handicap  code,  health  benefits,  etc.  This  system  includes 
all  personnel  actions  affecting  active  SBA  employees  since  May 
1972,  and  also  those  of  separated  employees  since  that  date. 

Authority  tor  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  u  s  e.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  A  number  of  records  in 
this  system  are  sent  as  a  required  report  to  the  Civil  Service  Com¬ 
mission.  The  General  Accounting  Office  is  also  given  information 
from  this  system  for  audit  purposes. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  This  system  of  records  is  maintained  on  magnetic  tape. 

Rctrievability:  Records  in  this  system  can  be  retrieved  by  the  em¬ 
ployee’s  name  or  Social  Security  number. 

Safeguards:  Physical  'Security  -  authorized  personnel  only. 

RetentkM  and  disposal:  These  records  form  a  permanent  data 
bank  for  the  Office  of  Personnel  and  are  retained  indefinitely. 

System  managcr(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  SF  171  and  any  other  forms  an  em¬ 
ployee  completes  when  coming  on-board:  Personnel  actions  as 
recorded  on  SBA  Form  52;  Requests  for  personnel  actions;  Mass 
Change  Formats;  and  Award  Keypunch  Formats. 

SBA035 

System  name:  Bankruptcy  Filings  in  South  Carolina — SBA035 

System  location:  Columbia  District  Office  of  the  Small  Business 
Administration.  See  Appendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  Individuals  in 
South  Carolina  who  have  filed  for  bankruptcy. 

Categories  of  records  in  the  system:  This  system  of  records,  a  list, 
enables  Agency  officials  to  identify  borrowers  and/or  guarantors 
who  have  declared  bankruptcy.  ' 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bM6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  a  file  folder. 

Retrievability:  Records  are  indexed  by  individual’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employeed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Recoils  are  retained  indefinitely. 

System  manager(s)  and  address:  District  Director.  See  Appendix 
A  for  address. 

Notification  procedure:  An  indiviudal  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  District  Director  for  Colum¬ 
bia  District  Office.  The  address  of  this  office  is  contained  in  Ap¬ 
pendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  wiU  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  bf  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 
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CoatMting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  List  compiled  by  Bankruptcy  Court 
SBA040 

System  name:  Boards  of  Survey— SBA040 

System  locathm:  Central  Office,  Regional  Offices,  District  Of¬ 
fices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
and  other  individuals  who  have  been  involved  in  accidents  with 
government  vehicles,  or  other  incidents  of  loss  or  damage  to 
government  property. 

Categories  of  records  in  the  system:  This  system  includes  the  re¬ 
port  and  supporting^  material  compiled  by  the  Board  of  Survey  in 
reviewing  cases  involving  loss  or  damage  to  government  property. 
These  may  be  claims  by  or  against  the  government.  Cases  involving 
up  to 

SOOO  can  be  handled  in  the  Regional  Offices.  Cases  involving 
more  than 

5000  must  be  referred  to  the  Central  Office  Board  of  Survey. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301.  44  U.S.C. 
3101,  29  U.S.C.  651-78. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a  suit  is 
initiated  in  a  court,  these  records  would  be  referred  to  the  Justice 
Department  and  General  Services  Administration  for  handling.  The 
records  would  also  be  given  to  the  parties  in  litigation  with  the 
Agency  and  to  the  court,  if  necessary  in  the  case. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Rctrievahility:  Files  are  indexed  by  the  name  of  SBA  employees 
or  other  individuals  involved  in  the  case. 

Safeguards:  Access  to  and  use  of  these  records  are.  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screemng  is  used  to  prevent  unauthorized  disclosure. 

RctentioB  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
These  addresses  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  paragraph  above,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individuals  involved  in  the  case,  wit¬ 
nesses,  Agency  investigation. 

SBA045 

System  name:  Borrower  Insurance  Files— SBA045 

System  location:  The  following  District  and  Branch  Offices  main¬ 
tain  this  system  of  records:  Boise  District  Office,  Casper  District 
Office,  Corpus  Christ!  Branch  Office,  Honolulu  District  Office, 
Marshall  District  Office,  New  Orleans  District  Office,  Pittsburgh 
District  Office,  Salt  Lake  City  District  Office  and  San  Antonio  Dis¬ 
trict  Office.  All  other  District  and  Branch  Offices  maintain  this  in¬ 
formation  in  the  Loan  Case  File.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 


Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  a  Disaster  Home  Loan  recipient's 
hazard  insurance  and  Federal  Flood  Insurance,  wherever  applica¬ 
ble.  These  records  include  a  copy  of  the  insurance  policy,  a  history 
of  premium  payments  and  related  correspondence. 

Authority  lor  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  lliese  records  and  infor¬ 
mation  in  the  records  may  be  disclosed  in  correspondence  with  a 
recipient's  insurance  company  as  to  the  status  of  his  policy. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  index 
cards. 

Retrievability:  These  records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Peisonnel 
screenmg  is  employed  to  prevent  unauthorized  disclosure. 

RetentioD  and  dbposal:  These  records  are  destroyed  when  the 
loan  becomes  inactive. 

System  manager(s)  and  addrem:  District  Directors,  and  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Distrk^  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individu^,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  in  the  system  should  direct  their  requests  to  the 
official  listed  in  the  above  paragraph,  stating  the  reasons  for  con¬ 
testing  it  and  the  proposed  amendment  to  the  information  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains, 
insurance  companies,  Housing  and  Urban  Development— Farmers 
Home  Administration. 

SBA050 

System  name:  Career  Counseling  Files— SBA050 

System  location:  San  Francisco  Regional  Office,  San  Francisco 
District  Office.  See  addresses  in  Appendix  A. 

Categories  of  individuak  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  This  record  system  includes 
notes  and  forms  completed  during  interviews  between  employees 
and  supervisors  regarding  career  goals  and  programs. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name  within 
each  division  of  the  office. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure.  ^ 

Retention  and  disposal:  Records  are  retained  for  a  period  of  time 
set  by  agreement  between  supervisor  and  employee. 

System  manager(s)  and  address:  Regional  Director,  District 
Director.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 
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Record  access  procedures;  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  District  Director  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Interview  between  employee  and  super¬ 
visor. 

SBA05S 

System  name:  Chamber  of  Commerce  Members— SBA05S 

System  location:  Kansas  City  Regional  Office.  See  Appendix  A 
for  address 

Categories  of  individuals  covered  by  the  system:  Chamber  of  Com¬ 
merce  members. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  individual  members  of  Chambers  of 
Commerce  who  are  available  as  needed  as  spokesmen  for  SBA. 
The  records  include  a  summarv  of  the  individu^'s  relationship  with 
SBA 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bK6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  on  index  cards. 

Retrievability:  These  records  are  indexed  by  individual’s  name 
and  geographical  area. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  dbposal:  Records  are  kept  indefinitely,  but  updated 
every  two  years. 

System  manager(s)  and  address:  Regional  Director.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  to  the  Regional  Director  at  Kansas  City. 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  .  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  paragraph  above,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees. 

SBA060 

System  name:  Collateral — SBA060 

System  location:  District  and  Branch  Offices  of  the  SBA.  See  Ap¬ 
pendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  negotiable  collateral  assigned  to  the  SBA  in  connection  with 
the  award  of  a  disaster  home  loan.  Included  in  these  records  are  re¬ 
gisters  of  negotiable  collateral  assigned  to  SBA,  trust  receipts, 
bonds,  certificates,  mortgages,  notes,  titles,  insurance  policies,  and 
agreements  of  extending  deeds  of  trust. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  these  records  may  be  used: 

In  the  event  a  system  of  records  maintained  by  this  Agency  to 
carry  out  its  function  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in 
nature,  and  whether  arising  by  general  statute  or  particular 
program  sutute,  or  by  regulation  or  order  issued  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be 
referred,  as  a  routine  use,  to  the  appropriate  agency, 
whether  Federal,  State,  local  or  foreign,  charged  with  the 
responsibility  of  investigation  or  prosecuting  such  violation 
or  charged  with  enforcing  or  implementing  the  statute  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service  in  response  to  its 
request  with  access  to  an  individual's  records  for  an  official 
audit  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  IRS’  function. 

To  request  information  from  a  Federal,  State,  or  local  agency 
or  a  private  title  search  agency  to  determine  an  applicant’s 
suitability  for  a  loan. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  or  settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  index 
cards,  safety  deposit  boxes  and  insulated  combination  safes. 

Retrievability:  These  records  are  indexed  by  recipient  name 
and/or  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  retained  until  an  in¬ 
dividual’s  loan  is  paid-in-full  or  charged-off,  then  disposed. 

System  nianager(s)  and  address:  District  Directors,  Branch 
Managers.  She  Appendix  A  for  addresses. 

Nodficatioo  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  turn  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  conatins  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individud,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  mfor- 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees,  bank  correspondence.  State  officials,  title 
search  companies. 

SBA065 

System  name:  Collection  Files— SBA065 

System  location:  District,  Branch  and  Central  Offices  of  Small 
Business  Administration  and  in  the  Federal  Record  Centers.  See 
Appendix  A  for  SBA  addresses  and  Appendix  B  for  FRC  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Cat^ories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  SBA  collection  activities  in  connection 
with  Disaster  Home  Loans  from  the  time  of  the  initial  disbursement 
until  the  loan  is  either  paid-in-fuU  or  put  in  liquidation  status.  These 
records  include: 

SBA  Form  573— “Cash  Collateral  and  Abeyance  Item 
Register" 

SBA  Form  230— “Receipt  for  Payment” 
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SBA  Form  368— “CoUectionsy— Disaster  Deferred 
Participation  Loans  Purchased.” 

Default  Vouchers 

Various  documents  relating  to  the  receipt  and  disposition  of 
money  remitted,  issuances  of  past  due  notices  and  other 
related  material. 

Authority  for  maiotenaocc  of  the  system:  5  U.S.C.  301.  IS  U.S.C. 
634(bK6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal,  or 
regulatory  in  nature  and  whether  arising  by  general  statute  or 
particular  program  statute  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use.  to  the 
appropriate  agency,  whether  federal,  state,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

In  the  event  court  action  arises  from  loan  collection  activities, 
a  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  counsel  in  the  course  or  settlement 
negotiations. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  for  an  official 
audit  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  IRS'  function. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  on  microfilm,  magnetic 
tape,  file  folders,  receipt  books,  ledgers,  and  insulated  combination 
sales. 

Retrievability:  These  records  are  indexed  by  recipient  name  as 
well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screemng  is  employed  to  prevent  unauthorized  disclosure. 

ReteotioD  and  disposal:  Records  located  in  District  and  Branch 
Offices  are  retained  for  two  years  after  the  loan  is  paid  or  charged- 
off  and  then  forwarded  to  a  Federal  Records  Center  where  they  are 
destroyed  after  two  years.  Records  located  in  the  Central  Office 
are  retained  no  more  than  two  years  and  then  either  forwarded  to  a 
Federal  Records  Center  for  four  years  or  sold  for  salvage. 

System  managcr(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Banks,  and  Loan  Case  File. 

SBA070 

System  name:  Combined  Federal  Campaign— SB A070 


System  location:  SBA  Regional  Offices  in  Kansas  City,  Mo., 
Boston,  Mass.,  and  Chicago,  Ill.  SBA  District  Offices  in  Columbus 
and  Cleveland,  Ohio.  For  the  addresses  of  these  offices,  see  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  This  system  contains  a  list  of 
participants  and  their  contributions.  A  copy  of  pledge  cards,  names 
and  addresses  of  personnel  connected  with  the  Combined  Federal 
Campaign,  code  of  charities  to  which  donations  were  made. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Names  and  addresses  of 
those  employees  who  are  connected  with  the  planning  and  accom¬ 
plishments  of  the  fund-raising  drive  are  sometimes  released  to  the 
media. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders  or  binders,  which 
are  usu^y  stored  in  file  cabinets. 

Retrievability:  Records  are  indexed  by  name,  within  each  fiscal 
year. 

Safeguards:  Records  used  by  authorized  persons  only,  on  a  need 
to  know  basis. 

Retention  and  disposal:  There  is  no  official  disposal  schedule  for 
these  records,  they  are  kept  indefinitely. 

System  manager(8)  and  address:  Regional  Directors,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  or  EMstrict  Director  will  set  forth  the 
procedures  for  pining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  on  whom  the  record  is  main- 


System  name:  Commercial  Toll  Calls— SBA075 

System  location:  Portland,  Oregon  District  Office,  and  Cleveland, 
Ohio  District  Office.  See  Appendix  A  for  addresses.  Other  offices 
may  keep  information  on  toll  calls,  but  it  is  only  indexed  by  date. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  made  commercial  toll  telephone  csdls. 

Categories  of  records  in  the  system:  Copies  of  SBA  Form  485A, 
“Commercial  Telephone  Toll  Tickets.” 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
in  communicating  with  the  General  Services  Administration,  or  the 
telephone  company  regarding  telephone  bills. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  In  the  offices  listed  above,  these  records  are  in¬ 
dexed  by  the  name  of  the  employee  making  a  commercial  toll  call. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  dbposal:  Records  are  retained  until  an  audit  or 
until  the  information  otherwise  becomes  outdated. 
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System  mana(er(s)  and  address:  District  Directors.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  Ae  District  Director.  The  ad¬ 
dresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  SBA  employees,  telephone  company. 
General  Services  Administration. 

SBA080 

System  name:  Completion  Certificate  Control  Lists— SB A080 

System  location:  Central  Office,  District  and  Branch  Offices  of 
the  SBA.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  SBA  Form  1018,  “Completion  Cer¬ 
tificate  on  SBA  Disaster  Loans.”  Each  disaster  loan  recipient  is 
required  to  execute  this  form  when  all  loan  proceeds  have  twen  ex¬ 
pended  The  system  of  records  contains  this  form  along  with  bor¬ 
rower  reminders,  past  due  listings,  and  verification  reports. 

Authoritv  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  on  magnetic  tape,  file  fol¬ 
ders,  binders  and  index  cards. 

Retrievability:  These  records  are  indexed  by  recipient  name  as 
well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retentioa  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  wUl 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  personnel.  Loan  Case  File. 

SBA085 

System  name:  Congressional  Hearing  Files — SBA085 

System  location:  Central  Office  of  the  SBA.  See  Appendix  A  for 
the  address. 

Categories  of  individuals  covered* by  the  system:  SBA  employees, 
as  wen  as  applicants  for,  and  recipients  of,  SBA  assistance. 


Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  about  individuals  in  connection  with  preparation 
for  and  attendance  at  Congressional  hearings.  These  records  in¬ 
clude  data  concerning  program  activities  and  personnel  problems, 
intra-agency  correspondence,  investigations  and  Justice  Department 
reports. 

Authority  tor  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  these  recoids  may  be  used; 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation,  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation  or  order,  issued 
pursuant  thereto. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders. 

Retrievability:  Parts  of  these  records  are  indexed  by  an  in¬ 
dividual's  name,  and  to  that  extent,  are  retrievable. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  the  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  wiU  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Agency  files.  Justice  Department. 

SBA090 

System  name:  Delinquent  Ix}ans— SBA090 

System  location:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration  and  Federal  Record  Centers.  See  Appendix  A 
for  SBA  addresses  and  Appendix  B  for  FRC  addresses. 

Categories  of  records  in  the  system:  Recipients  of  disaster  home 
loans  whose  loans  have  been  classified  as  delinquent. 

Cat^ories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relative  to  delinquent  disaster  home  loans.  These 
records  consist  of  monthly  printouts  of  loans  30,  45,  and  60  days 
past  due  and  SBA  Forms  1004 A  and  1004B,  the  collection  notices 
and  records  on  past  due  accounts.  Included  in  these  records  are  the 
number,  amount  and  dates  of  delinquent  payments,  the  amount  of 
the  loan,  related  correspondence  and  remarks  by  the  Service  Loan 
Officer. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 
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Stori^kc:  These  records  are  maintained  in  file  folders  and  binders. 

Retricvability:  These  records  are  indexed  by  the  name  of  the 
recipient. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unautterized  disclosure. 

Retention  and  disposal:  The  monthly  listings  are  retained  for  up 
to  one  year  and  then  destroyed.  The  1004A  and  1004B  forms  are 
transferred  to  the  loan  case  file  or  an  FRC  if  the  loan  becomes  cur¬ 
rent.  If  the  loan  remains  past  due,  these  records  are  transferred  to 
liquidation  and  retained  until  the  loan  is  charged-off  or  paid-in-full 
and  then  forwarded  to  an  FRC.  Records  maintained  by  a  Federal 
Records  Center  are  destroyed  after  four  years. 

System  manager(s)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  at  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 
The  addresses  of  these  offices 'are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  The  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  tor  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Agency  Collection  Activities  Branch, 
individual  to  whom  record  pertains,  agency  personnel. 

SBA095 

System  name:  Designations  of  Cashiers— SBA09S 

Syrtem  location:  Lubbock  District  Office  at  address  listed  in  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
in  office  who  have  been  bonded  to  serve  as  cashiers. 

Categories  of  records  in  the  system:  This  record  includes  request 
for  and  designation  of  cashiers  (SF  21 1  and  1 19S),  who  are  required 
to  be  bonded  for  the  handling  of  imprest  funds  and  treasury 
checks. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  referred  to  the  Treasury  Department  for  bonding. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept' in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  em¬ 
ployees  designated  as  cashiers. 

Safeguards:  Records  are  kept  in  a  file  cabinet. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  manager(s)  and  address:  District  Director,  Lubbock, 
Texas.  See  Appendix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  Ae  District  Director.  The  ad¬ 
dress  is  contained  in  .Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  m  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained. 


SBAIOO 

System  name:  Disaster  Relief  Act  Printout— SBAIOO 

System  location:  Corpus  Christi  Branch  Office  of  the  SBA.  See 
Appendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans  in  the  Corpus  Chnsti  area. 

Categories  of  records  in  the  system:  This  Computer  Printout  lists 
the  name  and  address  of  borrowers  to  whom  the  “forgiveness” 
provision  of  the  Disaster  Relief  Act  applies. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.?!C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  a  file  folder. 

Retrievability:  Records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  employed  to  prevent  unauthorized  disclosure. 

Retentioa  and  disposal:  Indefinite  retention. 

System  manager(s)  and  address:  Branch  Manager.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Branch  Manager  for  Branch  Office  records 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Branch  Manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees. 

SBA  105 

System  name:  Disbursements — SBA105 

System  location:  Central,  District  and  Branch  Offices  of  the  SBA 
and  ‘Federal  Record  Centers.  See  Appendix  A  for  SBA  addresses 
and  Appendix  B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  dis¬ 
aster  home  loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  loan  disbursement  activities.  These 
records  consist  of  detailed  listings  of  disbursements,  SBA  Form 
191 -checks  requested,  SBA  Form  192-checks  issued  on  loan  closing 
and  treasury  check  registers.  The  information  includes  amount  of 
the  loan,  schedule  of  payments,  actual  disbursement  calendars  and 
overpayments  made. 

Authority  for  maintenance  of  the  system:  U.S.C.  301;  IS  U.S.C. 
634(bK6);  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  lliese  records  and  infor¬ 
mation  in  the  records  may  be  used; 

To  provide  information  to  the  public  when  disclosures  are 
warranted. 

In  communicating  with  the  Treasury  Department  on 
disbursement  activities. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  th^e  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  register 
books,  and  index  cards. 

Retrievability:  These  records  are  indexed  by  recipient  name  and 
loan  number  as  well  as  a  cross-referenced  check  control  number. 
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Safeguards:  Access  to  and  use  of  these  records  arc  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unautterized  disclosure. 

Retentkw  and  disposal:  The  Central  Office  maintains  these 
records  for  three  years  following  the  end  of  the  fiscal  year  whereas 
the  District  and  Branch  Offices  maintain  the  system  either  for  two 
years  or  indefinitelv.  The  records  are  then  transferred  to  an  FRC 
which  disposes  of  them  under  GAO  standards. 

System  managerts)  and  address:  Privacy  Act  Officer.  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to; 

Privacy  Act  Officer  for  Central  Office  Records 

District  Director  for  District  Office  Records 

Branch  Manager  for  Branch  Office  Records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  wiU  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  The  individual  to  whom  the  record  per¬ 
tains,  Treasury  Department.  Agency  personnel,  and  Loan  Case 
File. 

SBAllO 

System  name:  EEO  Pre-Complaint  Counseling — SBAllO 

System  location:  Central  Office,  Regional  Offices,  District  Offices 
and  Branch  Offices.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  requested  counseling  regarding  discrimination  in  employ¬ 
ment. 

Categories  of  records  in  the  system:  File  on  each  counseling  case, 
compiled  by  Equal  Employment  Opportunity  Counselor  in  each  of¬ 
fice.  File  may  include  statements  made  by  the  employee  being 
counseled  and  other  persons  interviewed,  record  of  attempts  to 
resolve  the  problem,  and  EEO  Counselor’s  Report.  If  a  formal 
complaint  is  filed  after  counseling,  the  EEO  Counselor's  Report 
becomes  part  of  the  EEO  Complaint  case. 

Authority  for  maintenance  of  the  system:  5  C.F.R.  713,  13  C.F  R. 
105.735-5-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
to  report  counseling  activity  to  the  Civil  Service  Commission,  but 
such  reports  do  not  name  the  individuals  who  received  counseling. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Files  arc  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  person 
requesting  counseling. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Some  offices  dispose  of  records  after  the 
problem  is  resolved.  Others  retain  the  records  for  a  period  of  years 
or  indefinitely. 

System  managerts)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  and  Branch  Managers.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 


Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer.  Regnal  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  Usted  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

„  Record  source  categories:  Person  requesting  counseling,  other  em¬ 
ployees,  EEO  Counselor,  and  Personnel  and  employment  records. 

SBA115 

System  name:  EEO  Complaint  Cases— SBAl  15 

System  location:  Central  Office.  For  address  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  filed  a  complaint  regarding  discrimination  in  employment. 

Categories  of  records  in  the  system:  Files  on  each  complaint  case, 
compiled  by  the  Office  of  Equal  Employment  Opportunity.  File 
may  include  statements  made  by  the  complainant  and  other  persons 
interviewed,  EEO  Counselor’s  Report,  other  information  developed 
in  the  investigation  of  a  complaint,  notes  of  attemots  to  resolve  the 
complaint,  report  of  a  hearing.  Hearing  Examiner’s  Recommenda¬ 
tions,  and  Agency  action  on  the  case.  Files  also  include  closed 
cases. 

Authority  for  maintenance  of  the  system:  5  C.F.R.  713,  13  C.F.R. 
105.735-5-4. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

These  records  are  used  to  report  complaints  to  the  Civil 
Service  Commission. 

In  the  event  that  a  complaint  results  in  a  hearing,  records  in 
this  system  will  be  used  in  preparing  and  presenting  the  case 
before  a  Complaints  Examiner  designated  by  the  Civil 
Service  Commission. 

In  the  event  that  a  complaint  is  appealed  to  the  Civil  Service 
Commission,  these  records  will  be  used  by  the  Appeals 
Review  Board  in  making  a  decision  on  the  case. 

In  the  event  that  a  complaint  results  in  a  suit  in  a  Federal 
court,  these  records  will  be  referred  to  the  Department  of 
Justice  and  used  by  that  Department  to  prepare  and  present 
the  case  in  court. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Files  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  person  fil¬ 
ing  a  complaint. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  kept  indefinitely. 

System  manager<s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer,  Central 
Office,  at  the  address  listed  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  for^  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Complainant,  Witnesses,  Hearing  trans¬ 
cript,  Complaints  Examiner’s  Recommendations,  Agency  investiga¬ 
tion,  Personnel  and  Employment  records. 

SBA120 

System  name:  Employee  Awards— SBAl 20 
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System  locathm:  This  system  is  mainUined  by  most  SBA  Re¬ 
gional  and  District  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individttals  covered  by  the  system:  SBA  employees 
nominated  for  and/or  receiving  awards. 

Categories  of  records  in  the  system:  Narratives  on  each  individual 
nominated  for  Civil  Servant  of  the  Year.  SBA  Honor  Award 
nominees,  Federal  Women’s  Award  nominees,  recommendations  of 
supervisors  and  other  supporting  documentation  submitted  to 
awards  boards. 

Authority  for  mainteuance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bH6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  List  of  nominees  for  the 
Federal  Women’s  Award  are  sent  to  the  Civil  Service  Commission 
for  consideration. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  kept  in  file  folders  which  are  usually 
stored  in  file  cabinets. 

Retrievability:  Records  are  indexed  by  name  of  employee  or  title 
of  award. 

Safeguards:  Personnel  screening  -  information  released  to 
authorized  persons  only. 

Retention  and  disposal:  These  records  are  retained  for  a  period 
varying  from  three  to  five  years,  then  disposed  of. 

System  managerfs)  and  address:  Regional  Directors.  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  District  Director  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employees,  official  Personnel  folders, 
supervisors.  Civil  Service  Commission,  Department  of  Labor,  other 
agencies  and  organizations. 

SBA125 

System  name:  Employee  Biographical  Ffles— SBA125 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices.  El  Paso  Branch  Office.  See  Appendix  A  for  ad^sses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  Records  include  biographical 
data  such  as  date  of  birth,  employment  history,  education,  photo¬ 
graphs,  news  clippings  and  record  of  public  appearances  in  an  offi¬ 
cial  capacity.  These  files  do  not  necessarily  contain  information  on 
all  SBA  employees. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301.  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  will  be  released  to  news  media,  other  Government  agen¬ 
cies,  and  private  groups  and  organizations  for  publicity  purposes. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  employee. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Most  offices  retain  the  records  as  long  as 
the  person  is  employed  by  SBA. 


System  managerts)  and  addrem:  Privacy  Act  Officer,  Regional 
Dir^tors,  District  Directors,  Branch  Manager.  See  Appendix  A  for 
addresses. 

Notificatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

CoBtestiag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained,  Agency  personnel  records  and  memoranda,  news  media. 

SBA130 

System  name:  Employee  Bond  Participation  Files— SB  A 130 

System  location:  Central  Office,  Regional  and  District  Offices. 
See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  purchase  U.S.  Savings  Bonds  through  payroll  deduction. 

Categories  of  records  in  the  sj^em:  This  record  includes  the  name 
of  an  employee  purchasing  Savings  Bonds,  address.  Social  Security 
number,  amount  of  deduction?  bond  denomination,  names  of  co¬ 
owners  or  beneficiaries,  correspondence  and  other  information 
relating  to  bonds. 

Authority  for  maintenance  M  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  are  referred  to  the  Treasury 
Department  for  the  purchase  of  bonds. 

These  records  are  reviewed  by  the  General  Accounting  Office 
in  the  course  of  an  audit  of  the  Agency. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  journals  or  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name  or  Social 
Security  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Perosnnel 
screenmg  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Central  Office  Files  are  disposed  of  after 
three  years  or  a  GAO  audit.  Other  files  are  kept  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  and  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
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reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  Savings  Bond  Form  (SBA 
1042),  Payroll  Master  File. 

SBA  135 . 

System  name:  Employee  Counseling  Program— SBA135 

System  location:  SBA  Central  Office;  Denver  Regional  Office; 
Boston  Regional  Office;  Wichita,  KS  District  Office.  See  Appendix 
A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Employees  who 
have  requested  counseling  for  personal  problems  and  employees 
designated  as  counselors 

Categories  of  records  in  the  system:  Case  history  documentation 
relative  to  problems.  Counseling  data.  Referrals  for  assistance. 
Health  benefit,  compensation  or  disability  processing  assistance. 
Names  of  employees  designated  as  Employee  Counseling  Program 
councelors. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301;  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Employee  Counseling 
Pre^gram  records  may  be  used  to  contact  a  doctor  or  other  form  of 
assistance  for  the  employee  being  counseled. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  stored  in  locked  file  cabinets  or  in  the  desk 
of  the  Employee  Counseling  Program  counselor. 

Retricvability:  Records  are  indexed  either  by  the  name  of  the 
counselor  or  the  employee  being  counseled. 

Safeguards:  Records  are  released  to  authorized  piersonnel  only, 
on  a  need  to  know  basis. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  managcr(s)  and  address:  Privacy  Act  Officer,  Regional 
Dilators,  District  EMrectors.  See  App>endix  A  for  addresses. 

Notifkatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  SBA  employees  and  their  supervisors. 

SBA  140 

System  name:  Employee  Evaluation  and  Supervision  Files — SBA140 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  Branch  Offices.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  This  record  contains  Annual 
Performance  Ratings,  informal  incident  files  on  job  activities,  and 
other  informal  information  relating  to  job  performance,  kept  by  su¬ 
pervisors. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  theycongres- 
sional  office  made  at  the  request  of  that  individual.  ^ 


Storage:  Records  are  kept  in  file  folders. 

Retrievabilfly:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  dbposal:  Retention  varies  from  one  year  to  in¬ 
definitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director,  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual.  he  or  she  will  be  so  advised. 

Contesting  record  procedures;  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed' amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Supervisors;  Observation,  conversation, 
interviews  with  employees;  Agency  Personnel  records. 

SBA145 

System  name:  Employee  Identification  Card  Files— SB  AMS 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  Branch  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  hy  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  These  files  contain  names  of 
employees  and  the  identification  card  numbers  issued  to  them. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders  or  card  files. 

Retricvability:  Records  are  indexed  by  employee  name  or  identifi¬ 
cation  card  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  utilized  to  prevent  unauthorized  disclosure. 

Retention  and  dbposal:  Records  are  retained  until  employee  ter¬ 
minates  service  with  SBA,  or  indefinitely. 

System  managcr(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director,  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 
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Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  tbe  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained,  Agency  Personnel  records. 

SBA150 

System  name:  Employee  Suggestions— SB Al SO 

System  location:  Central  Office,  Regional  Offices,  Anchorage 
District  Office,  Cleveland  District  Office,  Des  Moines  District  Of¬ 
fice.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  filed  suggestions. 

Categories  of  records  in  the  system:  Records  include  a  copy  of  the 
suggestion,  and  information  relating  to  the  disposition  made  of  the 
suggestion. 

Authority  for  maintenance  of  tbe  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  kept  in  file  folders. 

Rctrievabilhy:  Records  in  the  offices  listed  above  are  indexed  by 
tbe  name  of  the  person  making  the  suggestion.  Suggestion  files  in 
other  offices  are  retrievable  by  date. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Rctcation  and  disposal:  Files  are  kept  indefinitely. 

System  maaagcr(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
tbe  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records. 

Tbe  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individu^,  he  or  she  will 
be  so  advised. 

Coutesdug  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  who  filed  suggestion.  Agency 
personnel  who  review  suggestions. 

SBAISS 

System  name:  Employment  Applications— SB  A 135 

System  location:  Maintained  by  individual  divisions  of  the  SBA 
Central,  Regional,  District,  and  Branch  Offices.  See  Appendix  A 
for  addresses  of  these  offices. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
permanent,  part-time,  and  temporary  employment  with  the  SBA. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  letters  of  introduction,  resumes,  personal  qualifications  state¬ 
ments,  referrals,  references,  pre-employment  inquiries,  job  inter¬ 
view  records.  Civil  Service  Commission  ratings  and  lists  of  eligi- 
bles. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301;  IS  U.S.C. 
634(bK6);  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  resumes,  etc.  of 
ttese  applicants  seekmg  referral  assistance  are  sometimes  for¬ 
warded  to  other  Federal  agencies  for  possible  employment. 


Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  usually  stored  in  folders  within  file 
cabinets. 

Retrievability:  Records  are  indexed  by  applicant’s  name. 

Safeguards:  Information  released  only  to  authorized  personnel, on 
a  need  to  know  basis 

Retention  and  disposal:  File  disposed  of  after  two  years. 

System  manai^r(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to; 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining,  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

ContesUug  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Applicant  to  whom  the  file  pertains. 
Civil  Service  Commission,  and  persons  who  furnish  references  for 
applicant. 

SBA160 

System  name:  Exit  Interviews— SBA160 

System  location:  SBA  Regional  Offices  in  Denver,  Colorado  and 
in  San  Francisco,  California.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  resigned. 

Categories  of  records  in  the  system:  A  written  record  of  interviews 
conducted  by  the  Personnel  Office  to  determine  why  an  employee 
resigned. 

Authority  for  maintenance  of  tbe  system:  3  U.S.C.  301,  13  U.S.C. 
634tbK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  tbe  system,  iiKluding  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  These  records  are  main¬ 
tained  for  internal  Agency  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  The  records  in  this  system  are  stored  in  file  cabinets. 

Retrievability:  These  records  are  retrieved  by  the  name  of  the 
employee. 

Safeguards:  Records  are  released  to  authorized  Agency  personnel 
only. 

Retention  and  disposal:  These  records  are  maintained  indefinitely. 

System  managcr(s)  and  address:  Regional  Directors  in  Denver  and 
San  Francisco.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  appropriate  Regional 
Director  in  either  Denver  or  San  Francisco.  The  addresses  of  these 
offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regionsd  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  (contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 
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Record  source  categories:  Interviews  with  employees  and  super¬ 
visors. 

SBA170 

System  name:  Finance  &  Investment  Career  Program— SB  At  70 

System  location:  Central  Office.  Regional  Offices.  District  Offices 
in  Hartford,  Connecticut;  Lubbock,  Texas;  Seattle,  Washington. 
See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  applied  for  or  enrolled  in  the  F  &  1  Career  Program. 

Categories  of  records  in  the  system:  This  system  of  records  in¬ 
cludes  appheation  forms,  apprai^s  of  the  employee’s  performance 
and  potential,  training  plans,  record  of  an  employee's  activities  in 
the  program,  and  correspondence  relating  to  the  individual  and  the 
program. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  these  records  may  be  used  in  communicating 
with  a  Union  which  represents  SBA  employees,  in  regard  to 
the  Career  Program 

Information  in  these  records  may  be  communicated  to  the  Civil 
Service  Commission  whenever  necessary  to  implement  a 
Personnel  action. 

These  records  may  be  examined  by  the  General  Accounting 
Office  or  the  Civil  Service  Commission  in  the  course  of  a 
review  of  the  Agency. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  of  rice  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders  or  binders. 

Retrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  kept  indefinitely. 

System  managcr(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.-  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employees,  Supervisors,  Agency  Per¬ 
sonnel  records. 

SBA180 

System  name:  Government  Drivers’  Licenses  and  Use  of  Vehi¬ 
cles— SBA180 

System  location:  Regional,  District  and  Branch  Offices  of  the 
SBA.  See  Appendix  A  for  addresses. 

Cat^ories  of  individuals  covered  by  the  system:  Employees 
authorized  to  use  government  vehicles. 

eateries  of  records  in  the  system:  This  system  of  records  con¬ 
tains  i^ormation  relating  to  use  of  government  vehicles.  Records 
include  SBA  Form  607,  “Car  Authorizations,’’  applications  for 
government  driver’s  license,  accident  reports,  physical  fitness  state¬ 
ments  and  operator’s  identification  card. 

Authority  for  maintenance  of  the  system:  40  U.S.C.  471. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  st^  uses:  These  records  and  infor¬ 
mation  in  these  records  may  be  used: 


To  supply  the  General  Services  Administration  and  the  General 
Accounting  Office  with  information  necessary  and  relevant 
to  the  Agencies’  functions. 

To  request  information  from  State  and  local  police  departments 
to  determine  an  employee’s  eligibility  for  a  government 
license. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  iitdicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  Uiereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  or  settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  index 
cards. 

Retrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managerfs)  and  address:  Regional  Directors,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

NoUficatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individu^,  he  or  she  wiU 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains, 
witnesses  to  accidents,  police  records,  personnel  involved  in  ac¬ 
cidents. 

SBA185 

System  name:  Grievances  and  Personnel  Practices  Ap¬ 
peals— SBA18S 

System  location:  Central  Office.  Regional  Offices,  or  District  Of¬ 
fices  where  grievances  or  personnel  practices  appeals  have  been 
filed. 

Categories  of  faidividuals  covered  by  the  system:  SBA  employees 
who  have  filed  grievances  under  Union  grievances  procedures  or 
Personnel  Practices  Appeals  Procedures. 

Categories  of  records  in  the  system:  This  system  includes  cor¬ 
respondence,  supporting  documents,  transcripts  of  hearings,  infor¬ 
mation  develop^  in  investigating  a  grievance  or  appeal,  and  other 
information  related  to  the  processing  of  the  grievance  or  appeal. 
These  cases  may  be  processed  under  a  Union  grievance  proc^ure, 
or  procedures  established  by  the  Agency  pursuant  to  the  Adminis¬ 
trator’s  memorandum  of  D^ember  9,  1974,  to  ensure  that  merit 
principles  and  personnel  laws  and  regulations  are  carried  out, 
where  other  procedures  are  not  applicable. 

Authority  for  maintenaiicc  of  the  system:  5  U.S.C.  301,  44  U.S.C 
3101,  Collective  Bargaining  Agreements  with  Unions  which 
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represent  SBA  employees,  SBA  Administrator’s  memorandum  of 
D^ember  9a  1974. 

Rovtinc  met  of  records  maintained  in  Um  system,  including  catego* 
rles  of  ttsers  and  the  purposes  of  such  uses: 

Information  in  these  records  may  be  communicated  to  the 
Union  pursuant  to  the  grievance  procedure. 

These  records  may  be  reviewed  by  the  Civil  Service 
Commission  or  used  in  reporting  to  the  Civil  Service 
Commission  on  labor-management  relations  activity. 

Records  may  be  disclosed  to  a  Hearings  Examiner  from 
outside  thie  Agency,  purusant  to  established  procedures. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from 'the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  name  of  the  employee  fil¬ 
ing  the  grievance  or  appeal. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  offical  duties  reouire  such  access.  Personnel 
screemng  is  employed  to  prevent  unautnorized  disclosure. 

Retcatiou  aod  disposal:  Records  are  retained  indefinitely. 

System  managerfs)  and  addrem:  Privacy  Act  Officer,  Regional 
DirMtors,  District  Directors.  See  Appendix  A  for  addresses. 

Notificatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

CoDtestiBg  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  who  files  grievance  or  ap¬ 
peal,  other  employees.  Union,  Personnel  and  employment  records. 

SBA190 

System  name:  Hurricane  Agnes  Disaster  Files — SBA190 

System  location:  Philadelphia  Regional  Office,  Harrisburg  Branch 
Office  and  Wilkes-Barre  Branch  Office  of  SBA.  See  Appendix  A 
for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  and 
applicants  of  SBA  Disaster  Home  Loans,  recipients  of  Pennsyl¬ 
vania  State  grants. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  loans  applied  for  and/or  issued  during 
the  Hurricane  Agnes  disaster  of  June  1972.  These  records  include: 
Detailed  analysis  of  every  SBA  disaster  loan  over 

50,000  approved  in  the  Philadelphia  Region  during  the  Hurricane 
Agnes  disaster  of  June  1972, 

List  of  individuals  receiving  State  grants. 

List  of  Mobile  Home  Loans  fully  fo^ven. 

List  of  borrowers  scheduled  for  liquidation  and  other 
information  needed  to  determine  eligibility  of  a  borrower  for 
additional  funds. 

Active  disaster  accounts  containing  U.S.  Court  Order  for 
Restitution  for  misuse  of  loan  proceeds. 

Authority  for  mainteiuuicc  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101,  15  U.S.C.  634(bX6). 

RoutiBC  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  these  recoils  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 


issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
elmged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  request  information  from  a  Federal,  State,  or  local  agency 
maintaining  civil,  criminal  or  other  information  relevant  to 
determining  an  applicant’s  suitability  for  a  loan. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  indexed  by  recipient’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Regional  Director,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to; 

Regional  Director  for  Regional  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Loan  Case  Files,  Department  of  Community  Affairs  (State  of  Pa.), 
United  States  Probation  Officer,  United  States  Clerk  of  Courts, 
Agency  employees. 

SBA  195 

System  name:  Inquiries  and  Correspondence — SBAI95 

System  location:  Central,  District ,and  Branch  Offices  of  the  SBA. 
See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  inquired  of,  or  corresponded  with,  the  Small  Business  Ad¬ 
ministration,  or  have  been  the  subject  of  such  inquiry. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  correspondence  and  inquiries  which 
are  filed  by  the  inquiror’s  name,  and  are  not  filed  chronologically. 
Included  in  these  records  are  inquiries  from  members  of  Congress, 
borrowers  and  applicants,  and  interested  members  of  the  public  and 
news  media.  Also  included  in  this  system  is  information  relating  to 
Disaster  Home  Loan  borrowers  and  applicants,  and  SBA  em¬ 
ployees  who  have  been  the  subject  of  an  inquiry,  where  such  infor¬ 
mation  is  filed  by  the  individual’s  name  and  not  chronologically. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  lliese  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  property  loss. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civfl,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  reguJation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
ch^ged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation,  or  charged  with  enforcing  or 
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implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  the  Agency. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan,  or  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  That  individual. 

Storage:  These  records  are  maintained  in  file  folders,  on  magnetic 
tape,  and  index  cards. 

Retrievabilily:  These  records  are  indexed  by  individual’s  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

RetentioD  and  disposal:  These  records  are  retained  for  no  more 
than  three  years  and  then  disposed  of. 

System  managerfs)  and  address:  Privacy  Act  Officer,  District 
Dir^tors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  proccdnre:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  wQl  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  personnel,  case  files.  Congressional  correpondence. 
General  Accounting  Office. 

SBA  205 

System  name:  Legal  Work  Files  on  Personnel  Problems— SBA205 

System  location:  SBA  Central  See  Appendix  A  for  address. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  These  work  files  include 
opinions,  advice,  transcripts,  witness  statements,  etc.  maintained 
by  the  General  Counsel’s  Office  on  personnel  cases. 

Authority  for  maintenance  of  the  system:  15  U.S.C.  634(bX6);  5 
U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  kept  in  file  folders  which  are  stored  in  file 
cabinets. 

Retrievahility:  Records  indexed  by  employee’s  name. 

Safeguards:  Access  limited  to  those  employees  in  General  Coun¬ 
sel’s, Office  involved  in  these  cases. 

Retention  and  disposal:  These  work  files  are  kept  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer. 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 


ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  it  no  record 
of  the  individuaT,  be  or  she  will  be  so  advised. 

Contestiag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Office  of  Personnel,  Third  party  wit¬ 
nesses. 

SBA210 

System  namw  Lessees  of  Federally  Owned  Land  on  Rivers  in  Il¬ 
linois— SBA210 

System  location:  Springfield,  Illinois  Branch  Office.  See  Appendix 
A  for  address. 

Categories  of  individiiab  covered  by  the  system:  l.eesees  of 
Federally  owned  land  on  rivers  in  Illinois. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  as  to  whether  these  individuals  did  or  did  not  ob¬ 
tain  SBA  loans  during  the  1973  FederaDy  declared  flood  disaster. 

Authority  tor  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintain^  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  a  file  folder. 

Retrievahility:  These  records  are  indexed  by  lessee-  name  as  well 
as  a  cross-referenced  lot  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

System  manager(s)  and  address:  Branch  Manager.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Branch  Manager  in  Spring- 
field,  ni. 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Branch  Manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Department  of  the  Army,  Corps  of  En¬ 
gineers. 

SBA220 

System  name:  Litigation  and  Claims  File— SBA220 

System  location:  Central  Office,  Regional,  District  and  Branch 
Offices,  and  Federal  Records  Centers.  See  Appendix  A  for  SBA 
addresses  and  Appendix  B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  All  Disaster 
Home  Loan  recipients  and  other  individuals  who  are  parties  to 
lawsuits  or  claims  involving  the  SBA. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  recipients  who  have  been  classified  as 
“in  litigation’’  and  all  individuals  involved  in  claims  asserted  by  or 
against  the  Agency.  These  records  include,  wherever  applicable:  af¬ 
fidavits,  briefs,  plead^s,  depositions  and  interrogatories,  summa¬ 
ries  of  loan  status  with  entries  of  progress  of  litigation,  opinions, 
copies  of  Departement  of  Justice  papers  concerning  loan  cases  in 
litigation,  summary  foreclosures,  c^ttel  lien  searches,  requests  and 
answers  under  disclosure  of  information,  modifications  of  loan 
terms  and  conditions,  recipients'  attorneys’  names,  amount  of  lia¬ 
bility,  narrative  report  of  actual  and  contingent  liabilities  and  re¬ 
lated  correspondence. 
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Aathority  lor  aaiatnaocc  of  the  tyilca:  S  U.S.C.  301,  15  U.S.C. 
634(bX6).  44  U.S.C.  3101. 

RoatiiM  uct  of  records  ■■hitoiaed  la  the  systcai,  iBcladiac  catego¬ 
ries  of  ascrs  aad  the  purposes  of  sach  ases:  lliesc  records  and  infor¬ 
mation  in  the  records  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charg^  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation,  or  charged  with  enforcing  or. 
unplementing  the  statute,  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

In  the  course  of  presenting  evidence  to  a  court,  magistrate  or  ad¬ 
ministrative  tribunal,  iiKluding  disclosures  to  opposing  counsel  in 
the  course  or  settlement  negoUations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  indi^ual. 

Storage:  These  records  are  maintained  in  file  folders,  binders  and 
index  cards. 

Retrievability:  These  records  are  indexed  by  the  name  of 
recipient  and  claioumt. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unautMiized  disclosure. 

Retcutloa  aad  disposal:  The  litigation  records  are  maintained  by 
the  Central  Records  Section  for  one  year  after  the  litigation  action 
has  been  completed  and  marked  "closed”.  At  that  time  some 
records  may  be  transferred  to  the  Lxian  Case  File  while  the 
remainder  are  destroyed.  Records  of  claims  and  Disclosures  of  In¬ 
formation  are  maintained  indefinitely  and  Actual  and  Contingent 
Liabilities  Reports  are  maintained  until  the  case  is  resolved,  then 
forwarded  to  a  Federal  Records  Center  which  disposes  of  them  ac¬ 
cording  to  a  GSA  schedule. 

System  mana^cr(s)  wmI  address:  Privacy  Act  Officer,  Regional 
Directors,  DistiKt  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

NotWcatlou  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Officer  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  wiO  set  forth  the  procedures  for 
gaining  access  to  those  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  personnel.  Department  of  Justice,  interviews  and  cor¬ 
respondence  with  individuals  outside  of  the  Agency,  bankruptcy 
notices,  court  records,  title  companies,  and  Loan  Case  FQes. 

Systems  exempted  from  certaia  provisioos  of  the  act:  Pursuant  to  5 
U.S.C.  352a  (kK2)  and  (kK5),  aD  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  .or  qualifications  for  Federal  civilian 
employment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notification,  access,  and  contest  requirements 
(under  5  U.S.C.  352a  (cX3),  (d),  (eXD.  (eX4KG),  (H),  and  0).  and 
(f))  of  the  Agency  regulations,  liiis  exemption  is  necessary  in  order 
for  the  Agency  legal  staff  to  properly  perform  its  functions. 

SBA225 

System  name:  Loan  Accounting— SB A225 


System  location:  Central  Office  of  the  SBA.  See  Appendix  A  for 
address. 

Categories  of  huUvlduali  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  Thia  system  of  records  lists 
information  necessary  for  proper  accounting  of  Disaster  Home 
Loans.  Included  in  t^se  records  are  transaction  registers,  listings 
of  stop  actions  and  manual  freezes,  listing  of  assets  and  liabilities, 
and  listings  of  outstanding  hems  in  suspense. 

Authority  for  malntcttance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  te  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders  and  binders. 

Retrievability:  Records  are  indexed  by  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  Hmhed  to  Ac¬ 
counting  Operations  Division  personnel.  Personnel  screening  is  em¬ 
ployed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinhely. 

System  uunagcrls)  and  addeem:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  per^n  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  foith  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  wiD  be  so  advised. 

Contesting  record  procudwes:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  Ifrted  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  File. 

SBA230 

System  name:  Loan  Activity  Reports — SBA230 

System  location:  District,  Branch  and  Regional  Offices  of  the 
Small  Business  Administration.  For  addresses,  see  Appendix  A. 

Catcgoite  of  indhriduals  covered  by  the  system:  Applicants  for 
and  recipients  of  Disaster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  iuormation  relating  to  a  Disaster  Home  Loan.  Included  in  this 
system  are  lists  of  loan  approvals,  lists  of  loans  declined,  lists  of 
h^s  cancelled,  lists  of  bank  officers,  SCORE/ACE  volunteers  and 
Advisory  Council  members  receiving  loan  approval  lists,  lists  of 
loans  in  servicing,  lists  of  loans  pendr^,  lists  of  borrowers’  Federal 
tax  status,  lists  of  undisbursed  approved  loans,  lists  of  loans  matur¬ 
ing,  and  lists  of  disbursed  loans.  Lists  of  iqiproved  loans  contain  in¬ 
formation  relating  to  the  amount  of  a  loan,  the  term  and  rate. 

Authority  for  maintcnaiicc  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  fcn  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Loan  activity  reports  are 
for  internal  use,  with  the  exception  of  loan  approval  lists.  Informa¬ 
tion  contained  in  a  loan  approval  list  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulat^  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  re^^tion,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
chiu-ged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regi^tion  or  order  issued 
pursuant  thereto. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 
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To  provide  the  lotemal  Revenue  Service  with  access  to  an 
individual's  records  for  an  official  audit  to  the  extent  that 
the  information  is  relevant  and  necessary  to  the  IRS' 
function. 

To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  property  loss 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  mamtamed  in  file  folders,  bmders  and 
index  cards. 

Retrievability:  Records  are  indexed  by  applicant  and  recipient 
name  as  well  as,  for  approved  loans,  the  loan  number 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  in  employed  to  prevent  unauthorized  disclosure. 

Retcntioa  and  disposal:  Records  are  maintained  indefinitely. 

System  maaager(t)  and  address:  Regnal  Directors,  District 
DirMtors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notifkation  procednre:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director.  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individu^,  he  or  she  will 
be  so  advised. 

Cootestiag  record  proccdurm:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  File,  and  Loan  Master  Files. 

SBA235 

System  name:  Loan  Case  File— SBA235 

System  locatkm:  All  District  and  Branch  Offices  and  some  Re¬ 
gional  Offices  of  the  Small  Business  Administration  and  in  Federal 
Record  Centers.  See  Appendix  A  for  SBA  addresses  and  Appendix 
B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Applicants  and 
recipients  of  disaster  home  loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  an  individual  who  has  applied  for,  or  is 
receiving  a  disaster  home  loan  from  the  time  of  the  individual’s  ap¬ 
plication  until  the  date  of  payment  in  full  or  charge-off  if  approved; 
or  untfl  the  date  of  an  official  denial  if  declined.  These  records  in¬ 
clude: 

Loan  applications  and  supporting  documents 
Personal  history  and  financial  statements 
Credit  information 
Investigative  reports 
Appraisers’  reports 

Correspondence  and  recommendations  of  respon^ble  SBA 
official  including  approval  authorizations 
Disbursement  amount,  term  and  rate 
History  of  repayments 
Collateral  and  UCC  filings 
Collection  and  liquidation  activities 
Related  correspondence 
Settlements  and  compromises 
Participating  banks 

Authority  for  maintenaucc  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6).  44  U.S.C.  3101. 

Routine  uses  of  records  maiaUiued  in  the  system,  including  catego* 
ries  of  users  and  the  purposes  of  such  uses:  lliese  records  and  infor¬ 
mation  in  the  records  may  be  used: 


To  provide  information  to  the  public  on  an  approved  loan. 

Such  information  is  limited  to  the  name  and  address  of  the 
recipient,  term  and  rate  of  the  loan,  and  the  apportioned 
amount  of  the  loan  for  real  or  personal  property  loss. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal.  State,  local  or  foreign, 
charg^  with  the  responsibUity  of  investigating  or 
prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  request  information  from  a  Federal.  State  or  local  agency 
or  a  private  credit  agency  maintaining  civil,  criminal  or  other 
information  relevant  to  determining  an  appheant’s  suitabUity 
for  a  loan. 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan,  or  other  benefit  by  the 
requesting  agency  to  the  extent  that  the  information  is 
relevant  and  necessary  to  the  requesting  agency’s  decision 
on  the  matter. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  for  an  official 
au^t  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  IRS’  function. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proceedings  or  in 
settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Retrievability:  These  records  are  indexed  by  applicant  and 
recipient  name  as  well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retentkm  and  dbpoaal:  Records  on  approved  loans  are  retained 
for  two  years  after  the  loan  is  paid  or  charged-off  and  then  for¬ 
warded  to  a  Federal  Records  Center  where  they  are  destroyed  four 
years  later.  Records  on  withdrawn,  declined  or  cancelled  applica¬ 
tions  are  retained  for  two  years  after  notification  of  final  action  and 
are  then  destroyed. 

System  managcr(s)  aad  addrem:  Regional  Directors,  District 
Directors  and  Branch  Mnagers.  See  Appendix  A  for  addresses. 

Notificatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  be  or  she  will 
be  so  advised. 

Contestiog  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  sho^d  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees,  financial  institution  reports,  law  enforcement 
agencies,  and  Federal  Disaster  Assistance  Administration. 
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SBA240 

Syilea  Banc:  Loan  dosings— SB A240 

Systcn  locatioa:  District  and  Branch  Offices  of  the  SBA.  See  Ap¬ 
pendix  A  for  address. 

Categories  of  iadivMoals  cevercd  by  the  systcn:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Cncgorics  of  records  hi  the  systcn:  This  system  of  records  lists 
closing  information  relating  to  Disaster  Home  Loans.  Included  in 
these  records  are  closing  reports,  disbursement  status  of  loan  ac¬ 
count.  expiration  of  disbursement  periods,  and  other  records  of 
disbursement. 

Authority  for  naintcnauce  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
«34(bK6),  44  U.S.C.  3101. 

Routiac  uses  of  records  naiataiocd  hi  the  system,  iacludiag  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  arc  maintained  in  file  folders,  binders, 
and  index  cards. 

Rctrievabiltty:  These  records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  employed  to  prevent  unauthorized  disclosure. 

Reteutioa  and  disposal:  Files  are  retained  indefinitely. 

Systcn  nauagerts)  and  addren:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  >vbether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 

Branch  Manager  for  BraiKh  Office  records 

The  addresses  ot  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
BO  record  of  the  individual,  be  or  she  wiB  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains. 
Agency  employees.  Loan  Case  File. 

SBA245 

System  Baan:  Loans  in  Liquidation,  Charged-Off  or  Paid-in- 

Full-SBA245 

System  iocathn:  Central  Office,  District  and  Branch  Offices  of 
the  SBA  and  Federal  Records  Centers.  See  Appendix  A  for  SBA 
addresses  and  Appendix  B  for  FRC  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  relating  to  Disaster  Home  Loans  that  have  been 
placed  in  liquidation  status  or  have  been  charged-off.  These  records 
include  information  on  finances  of  borrowers,  disposition  of  col¬ 
lateral,  bow  recoveries  are  applied,  comments  relative  to  liquidation 
status,  and  date  of  final  chatge-off. 

Authority  for  malntcBaacc  of  the  system:  5  U.S.C.  301,  13  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routliic  uses  of  records  maintained  M  the  systeas,  IncludiBg  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  data  to  the  General  Accounting  Office  for  periodic 
reviews  of  this  Agency. 

To  provide  the  Internal  Revenue  Service,  in  response  to  its 
request,  with  access  to  an  individual’s  records  for  an  official 
audit  to  the  extent  that  the  information  is  relevant  and 
necessary  to  the  IRS'  function. 

In  the  event  court  action  arises  from  loan  collection  activities, 
a  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court. 


magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the.conrse  or  settlement  negotiations. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civd,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  sutute,  or  by  regulation,  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  refened,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal.  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  ruk,  regulation  or  order  issued 
pursuant  thereto. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  hiaintained  in  file  folders,  index 
cards,  and  magnetic  tape. 

Rctrievability:  These  records  are  indexed  by  recipient  name  as 
well  as  a  cross-referenced  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure 

RetentioB  and  disposal:  Records  on  a  loan  in  liquidation  are 
retained  by  the  SBA  for  three  years  after  the  case  is  closed.  Except 
for  those  cases  on  which  subsequent  collection  efforts  have  been 
made  within  three  years  from  the  date  of  closing,  the  records  are 
then  transferred  to  a  Federal  Records  Center,  which  will  dispose  of 
the  records  after  four  years. 

System  manageris)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

NotificatioB  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  proccdorcs:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individu^,  he  or  she  will 
be  so  advised 

CoBtesting  record  proccd«res:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categoriem  Individual  to  whom  the  record  pertains. 
Agency  employees,  financial  insthution  reports,  creditors  the  in- 
dividu^,  auctioneers,  U.S.  Attorney,  SBA  Collateral  File,  SBA 
Loan  Case  File. 

SBA250 

System  name:  Loan  Master  Files— SBA250 

System  location:  Central  Office  of  Small  Business  Administration. 
See  Appendix  A  for  the  address. 

Categories  of  Individaals  covered  by  the  system:  Rec^ients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  i^ormation  relating  to  an  individual  who  has  received  an  SBA 
Disaster  Home  Loan.  Included  in  these  records  are:  approval, 
disbursement,  delinquency  and  bank  p^cipation  data,  modifica¬ 
tions  of  loans,  litigation  data,  and  minority  code. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634<bK6).  44  U.S.C.  3101. 

Routfae  uses  of  records  mafaitalwfd  in  the  system,  iacludiBg  catego¬ 
ries  of  users  and  the  purposes  of  sach  uses:  Tliese  records  a^  infor¬ 
mation  in  these  records  may  be  used: 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  trttMinal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proce^ings  or  in 
settlement  negotiations.  j 
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PRIVACY  ACT  ISSUANCES 


In  the  event  that  a  system  of  records  maintained  by  this 
agency  to  carry  out  its  funciton  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  reguUtion,  rule,  or  order 
issued  pursuant  Uiereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  provide  information  or  disclose  to  State  and  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
the  issuance  of  a  grant,  loan  or  Iwnefit  by  the  requesting 
agency,  or  in  connection  with  a  review  or  audit  by  the  other 
agency.  Disclosure  will  be  made  only  to  the  extent  that  the 
information  is  relevant  and  necessary  to  the  requesting 
agencies'  functions. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  on  microfilm,  magnetic 
tape,  magnetic  disc,  and  in  file  cabinets. 

Rctrlcvability:  These  records  are  indexed  by  loan  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  employed  to  prevent  urtautrorized  disclosure. 

Retentloa  and  disposal:  Files  are  maintained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individuu,  he  or  she  wil  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Loan  Case  File,  individual  to  whom 
record  pertains.  Agency  employees. 

SBA2S5 

System  name:  Management  Assistance  Resource  Ffles— SBA255 

System  tocatkm:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  and  Branch  Offices  of  the  SBA.  See  Appendix  A  for  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  SCORE/ACE 
volunteers,  persons  who  borrow  Management  Assistance  traini^ 
materials.  Small  Business  Institute  coordinators,  and  other  in¬ 
dividuals  who  are  potential  speakers,  counselors  or  authors  and 
reviewers  for  Management  Assistance. 

eateries  of  records  ia  the  system:  This  system  of  records  con¬ 
tains  i^ormation  relating  to  individuals  listed  in  the  above  para¬ 
graph.  These  records  include  biographical  sketches  of  volunteers, 
correspondence,  copies  of  travel  vouchers,  files  of  accomplish¬ 
ments,  copies  of  counseling  reports,  occasional  evaluations  of  in¬ 
dividual  volunteers,  publications  authored,  news  releases  and 
clippings. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Roodne  uses  of  records  maiatafaicd  ia  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  SCORE/ACE  volunteers  with  information  about  an 
individual  SCORE  or  ACE  volunteer. 

To  provide  university  coordinators  with  information  about  < 
potential  speakers  at  management  training  sessions. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 


Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  Agency  personnel  and  volunteers  whose  duties  require  such 
access.  Ftrsonnel  screening  is  employed  to  prevent  unauthorized 
disclosure. 

Retentloa  and  disposal:  Records  are  retained,  in  the  case  of 
SCORE  volunteers,  for  three  years  either  after  a  volunteer 
withdraws  or  has  his  name  removed  from  active  participation,  and 
are  then  destroyed.  For  aU  others,  files  are  retained  indefinitely. 

System  maaager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notificatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  proccduret:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
g^ing  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  mfor- 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees,  members  of  SCORE  or  ACE,  news  media,  edu¬ 
cators  and  umversities,  professional  organizations,  civic  organiza¬ 
tions. 


SBA260 

System  uame:  Minority  Groups— SBA260 

System  locatioa:  Central  Office  and  the  District  Offices  in  New 
Orleans,  Sioux  Falls  and  San  Diego.  See  Appendix  A  for  the  ad¬ 
dresses. 

Categories  of  individuals  covered  by  the  system:  Officers  and 
members  of  minority  organizations  and  minority  govenunent  and 
civic  leaders. 

eateries  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  on  individual’s  affiliated  wi^  various  minority  ac¬ 
tivities.  Included  within  this  system  are  membership  lists  of: 

Indian  tribes  in  South  Dakota,  the  Mexican- American 
Federation  of  San  Diego  County,  the  Union  of  Pan  Asian 
Communities  of  San  Diego  County,  Black  Mayors  of 
Louisiana  and  other  community  organizations,  llie 
information  in  this  system  includes: 

Addresses,  telephone  numbers,  news  clippings,  position  in  the 
organization,  investigative  materials  where  applicable  and 
related  correspondence. 

Authority  lor  maintenance  of  the  system:  S  U.S.C.  301  and  44 
U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders. 

Retrievability:  These  records  are  indexed  by  individual  member 
name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  These  records  are  retained  indefinitely. 

System  managerfs)  and  addrem:  Privacy  Act  Officer,  District 
Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 
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r  Privacy  Act  Officer  for  Central  Office  Records 

District  Director  for  District  Office  Records 

Use  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  or  District  Director  will 
set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Coutcsting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Bureau  of  Indian  Affairs,  Mexkan-American  Federation  of  San 
Diego  County,  Union  of  Pan  Asian  Communities  of  San  Diego 
County,  Business  Resource  Center  of  San  Diego,  Urban  I.eague 
Business  Directory,  Agency  personnel  and  the  news  media. 

SBA265 

System  name:  Modifications  in  Loan  Accounting— SBA26S 

System  location:  Central  Office,  District  and  Branch  Offices  of 
SBA.  See  Appendix  A  for  addresses. 

Categories  of  iadividuab  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  of  records  lists 
information  necessary  to  keep  Loan  Case  Files  up-to-date  with 
changes  of  borrower's  address  or  loan  status,  deferments  and  rejec¬ 
tions  in  payments,  and  other  modifications  as  contained  in  SBA 
Form  327. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosute  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders,  binders, 
and  index  cards. 

Retrievability:  Records  are  indexed  by  loan  number  and  name  of 
borrowers. 

Safeguards:  Access  to  and  use  of  theie  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  u  employed  to  prevent  unauthorized  disclosure. 

Retentioo  and  dbposai:  Records  are  retained  for  no  more  than 
two  years,  then  destroyed. 

System  manager<s)  and  address:  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  wbetiter 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Dutrkt  Director  for  Dbtrkt  Office  records 

Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Agency  Personnel,  Individual  to  whom 
record  pertains.  Loan  Case  File,  Financial  Institutions. 

SBA270 

System  uame:  Non-Career  Employees— SBA270 

System  location:  Central  Office,  at  address  listed  in  Appendix  A. 

Categories  of  individoab  covered  by  the  system:  Schedule  C  (Non- 
Career)  employees  or  applicants. 


Categories  of  records  hi  the  system:  File  includes  Clearance 
Requests,  Standard  Form  171,  resumes  and  other  background  infor¬ 
mation  on  applicants  for  non-career  positions  with  the  SBA. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  categu- 
rics  of  users  and  the  purposes  of  such  uses: 

Information  in  these  records  u  used  to  respond  to  requests  for 
information  from  the  White  House,  and  to  forward 
information  to  the  White  House. 

These  records  may  be  examined  by  the  CivO  Service 
Commission  or  General  Accounting  Office  in  reviewing  the 
Agency. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Retrievable  by  name  of  applicant  or  employee. 

Safeguards:  Records  are  kept  in  locked  filing  cabinet.  Personnel 
screenmg  is  utilized  to  prevent  unauthorized  use. 

Retentioo  and  dbposai:  Files  are  kept  current  and  are  discarded 
when  no  longer  needed. 

System  maiiager(s)  and  address:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  i^rson  or  in  writing  to  the  Privacy  Act  Officer  at  the 
address  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  wiU  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  u  no  record 
of  the  individual,  be  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reason  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individuals  on  whom  record  is  main¬ 
tained,  White  House. 

SBA275 

System  name:  Notaries  Public— SBA275 

System  locatioo:  Houston  District  Office,  Fairbanks  Branch  Of¬ 
fice.  For  addresses  see  Appendix  A. 

Categories  of  individuab  covered  by  the  system:  SBA  employees 
who  have  been  designated  to  function  as  Notaries  PubUc. 

Categories  of  records  in  the  system:  This  system  is  a  record  of 
employees  designated  as  Notaries  Public,  whose  fees  are  paid  by 
the  agency. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  this 
system  may  be  used  to  communicate  with  the  appropriate  agency 
of  a  State  Government  responsible  for  bonding  Notaries  Public. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  ffle  folders. 

Retrievability:  Records  are  indexed  by  the  name  of  the  employee 
designated  as  a  Notary  Public. 

Safeguards:  Kept  in  file  cabinet. 

Retention  and  dbposai:  Indefinite  retention,  or  until  superseded. 

System  managerfs)  and  address:  District  Director,  Branch 
Manager.  See  Appendix  A  for  addresses. 

Notificatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Offke'Records 
Branch  Manager  for  Branch  Offke  Records 
The  addresses  of  these  offkes  are  contained  in 
Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 
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inf  to  him  or  her.  The  District  Director  or  Branch  Manager  wiD  set 
fcrth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Coatestiag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it.  And  the  proposed  amendment  to  the  in¬ 
formation  sought. 

Record  source  categories:  Individuals  on  whom  record  is  main¬ 
tained;  purchase  orders  for  fees. 

SBA280 

System  name:  Occupational  Injuries— SBA280 

System  locatiou:  Central.  District.  Regional  and  Branch  Offices 
where  injuries  have  occurred.  See  Appendix  A  for  addresses. 

Categories  of  Mividuals  covered  by  the  system:  SBA  employees 
who  have  been  involved  in  an  accident  or  injured  on  the  job. 

Categories  of  records  in  the  system:  Records  include  report  fonps 
on  accidents  and  injuries,  medkal  reports,  medical  bills  and  other 
information  pertinent  to  t^  accident  or  injury. 

Authority  for  malatenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101,  29  u  s  e.  651-78. 

Routiae  uses  of  records  maintained  fas  the  system,  includiiig  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  in  this  system  are  used  to  report  accidents  and  injuries 
to  the  Department  of  Labor. 

_  Records  in  the  system  may  be  used  in  processing  claims  for 
compensation  for  on-the-job  injuries,  by  the  ^propriate 
Agency  or  a  court. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Rctrievability:  Records  are  indexed  by  the  name  of  the  employee. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenuig  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  dhpoMl:  Files  are  retained  indefinitely. 

System  manager(s)  and  addrem:  Privacy  Act  Officer,  Regional 
DirKtor,  District  Diiectors,  Branch  Managers.  See  Appendix  A  for 
addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertam- 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director,  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  recoitk.  If  there  is  no  record  of  the  in¬ 
dividual.  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  and  the  proposed  amendment  to  the  informa¬ 
tion  sought. 

Record  source  categories:  Employee  involved  in  accident,  wit¬ 
nesses.  other  Agency  personnel. 

SBA28S 

System  name:  Official  Travel  Files— SBA285 

System  location:  Central  Office,  at  address  listed  in  Appendix  A. 
Federal  Records  Centers,  at  addresses  listed  in  Appendix  B. 

Categories  of  individoals  covered  by  the  system:  SBA  emidoyees. 

Categories  of  records  in  the  system:  Ffles  include  Travel  Vouchers 
submitted  by  each  employee. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system.  Including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 


Records  are  reviewed  by  the  General  Accounting  Office  in  the 
course  of  an  audit  of  the  Agency. 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law.  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulatory  rule  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use.  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation,  or  charged  with  enforcing  or 
implementing  the  statute,  rule,  regulation  or  order  issu^ 
pursuant  thereto. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Rctrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retenthm  and  disposal:  Records  are  maintained  /or  two  years 
after  the  end  of  a  fiscal  year,  or  until  a  GAO  audit.  Records  are 
then  transferred  to  a  Federal  Records  Center,  where  they  will  be 
disposed  of  ten  years  after  the  end  of  the  fiscal  year  in  which  the 
records  were  compiled. 

System  iiiaiiagcr(s)  and  addrem:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Acf  Officer,  at  the 
address  contained  in  Appendix  A. 

Record  accem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individum,  he  or  she  will  be  so  advised. 

Coatestiag  record  procedures:  Individuals  siring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Travel  Vouchers  submitted  by  em¬ 
ployees. 

SBA290 

System  aame:  Outside  Employment  Files— SBA290 

System  locatioa:  Central  Office,  Regional  Offices,  Lubbock  Dis¬ 
trict  Office.  See  Appendix  A  for  addresses. 

Categories  of  individoals  covered  by  the  system:  SBA  employees 
who  have  requested  permission  to  engage  in  outside  employment. 

Categories  of  records  in  the  system:  Records  include  requests  for 
outside  employment,  correspon^nce  concerning  such  rt^uests,  and 
notification  of  Agency  approval  or  disapproval  of  outside  employ¬ 
ment. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  In  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrlevability:  Records  are  indexed  by  name  of  employee. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose,  official  duties  i^uire  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

Syrtem  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Director.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Office  for  Central  Office  records 
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Regional  Director  for  Regional  Office  recoi^li 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedarcs:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Coatestiag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  there 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  h  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employee  requesting  approval  of  out¬ 
side  employment  and  other  Agency  personnel. 

SBA295 

System  name:  Payroll  Files— SBA295 

System  locatioa:  SBA  Central  Office.  See  Appendix  A  for  ad¬ 
dress. 

Categories  of  individuals  covered  by  the  system:  SBA  employees, 
active  and  inactive. 

Categories  of  records  la  the  system:  Name,  Social  Security 
number,  employee  number,  grade,  step,  and  salary;  organization, 
retirement  or  FICA  data  as  applkabie;  Federal,  State  and  local  tax 
deductions,  as  appropriate;  savings  bond  and  charity  deductions; 
regular  and  optic^  Government  life  insurance  deductions;  health 
insurance  deduction  and  plan  or  code;  cash  award  data;  union  dues 
deductions;  allotments,  by  type  and  amount;  financial  institution 
code  and  employee  account  number;  leave  status  and  leave  data  of 
aD  types;  time  and  attendance  records,  including  number  of  regular, 
overtime,  holiday,  Sunday,  and  other  hours  worked;  mailing  ad¬ 
dress;  co-owner  and/or  teneficiary  of  bonds,  marital  status  and 
number  of  dependents;  notification  of  Personnel  Actions;  unem¬ 
ployment  records;  register  of  separations;  annual  leave  restoration; 
over-payment  indebt^ness;  correspondence  from  employees  con¬ 
cerning  payroll  problems. 

Authority  for  maiutcaaucc  of  the  system:  Title  6,  GAO  Policy  and 
Procedures  Manual,  pursuant  to  31  U.S.C.  66(a),  and  sections 
112(a)  and  113  of  the  Budget  and  Accounting  I^tKedures  Act  of 
1950. 

Routine  uses  of  records  maintained  in  the  system,  including  catego- 
rks  of  users  and  the  purposes  of  such  uses:  Information  in  this 
record  system  may  be  used: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civO,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regi^tion,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  thereto. 

To  transmit  data  to  U.S.  Treasury  to  effect  issuance  of 
paychecks  to  employees  and  distribution  of  pay  according  to 
employee  directions  for  savii^  bonds,  aUotments,  financial 
institutions,  and  other  authorized  purposes. 

By  the  Generid  Accounting  Office  for  audit  purposes. 

In  reporting  tax  withholding  to  Internal  Revenue  Service  and 
appropriate  State  and  taxing  authorities;  FICA 
deductions  to  the  Social  Security  Administration;  dues 
.deductions  to  labor  unions;  withholdings  for  health  insurance 
to  insurance  carriers  and  tte  U.S.  Civil  Service  Commission; 
charity  contribution  deductions  to  agents  of  charitable 
institutions;  annual  W-2  statements  to  taxing  authorities  and 
the  individual. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Both  manual  and  machine-readable. 

Retrievabiiity:  By  name  and/or  employee  or  Social  Security 
number. 


Safeguards:  Physical,  technical,  and  administrative  security  is 
maintained,  with  admission  to  records  storage  areas  limited  to 
authorized  personnel. 

Reteutkm  aad  disposal:  Retained  on  site  until  after  GAO  audit, 
then  disposed  of,  or  transferred  to  Federal  Records  Storage  Cen¬ 
ters  in  accordance  with  the  fiscal  records  program  approved  by 
GAO,  as  appropriate,  or  General  Record  Schedules  of  GSA. 

System  maBagcr(s)  and  addrem:  Privacy  Act  Officer.  Sec  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

The  address  of  this  office  is  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  ro  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Subject  individuals,  supervisors, 
timekeepers,  official  personnel  records,  and  IRS. 

SBA300 

System  name:  Personnel  Benefits  Ffles— SBA300 

System  locatioa:  Cleveland  District  Office,  Casper  District  Office, 
Des  Moines  District  Office.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  This  recfxd  contains  informa¬ 
tion  on  the  enrollment  option  and  carrier  number  of  employees  en¬ 
rolled  in  Health  Insurance  and  Retirement  Plans. 

Authority  tor  maintena&c  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101,  29  U.S.C.  651-78. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  purposes  of  such  uses:  Information  in  these 
records  is  used  in  communicating  with  insurance  carriers  in  regard 
to  employee  benefits. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders  or  card  files. 

Retrievabiiity:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  indefinitely. 

System  managers)  and  addrem:  District  Directors.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  District  Director.  The  ad¬ 
dress  of  these  offices  are  contained  in  Appendix  A. 

Record  accem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  wiD  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  (tf  the  in¬ 
dividual,  he  or  she  wiD  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  contained  in  the  system  shovM  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
o  reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Agency  personnel  records,  individual  on 
whom  records  are  maintained. 

SBA305 

System  name:  Personnel  Card  Index  Ffles — SBA305 

System  locatioa:  Central  Office,  Regional  Offices,  District  Of¬ 
fices,  and  Branch  Offices.  See  Appendix  A  for  addres^. 

Categories  of  individuals  covered  hy  the  system:  SBA  employees. 
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Cattgoctes  of  ncordt  ia  tke  •3r«tcai:  This  record  is  kept  by  each 
office  OD  its  employees.  It  contains  a  summary  of  personnel  infor¬ 
mation,  including  Social  Security  number,  birthdate,  address, 
telephone  number,  marital  status,  employment  history,  and  similar 
information. 

Authority  for  asaintcuancc  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  ia  the  system,  iacindiag  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Records  may  be  used  in  responding  to  inquiries  from  banks  or 
institutions  on  employees  requesting  lo^s  or  credit 

Disclosure  may  be  made  to  a  congressional  cdfice  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  on  cards,  or  on  Standard  Form  7, 
"Employee  Service  Record  Card,"  in  Card  Files. 

Rctrievability:  Records  are  indexed  by  employee  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screemng  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  reteined  for  ten  years  after 
the  employee  leaves  the  Agency,  then  disposed  of. 

System  maaagerfs)  and  addrem:  Privacy  Act  Officer,  Regional 
Dir^tors,  District  E>irectors,  and  Branch  Managers.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regnnal  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  win  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amenthnent  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Employees  on  whom  records  are  main¬ 
tained,  Agency  Personnel  Actions  and  records. 

SBA310 

System  name:  Personnel  Organization  Roster— SBA310 

System  locatioa:  Maintained  at  SBA  Central  Office  and  at  most 
field  offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  Employee’s  name.  Social 
Security  number,  position  title,  occupational  series,  pay  plan, 
grade,  step,  salary,  veteran  preference,  tenure,  birth  date,  date  en¬ 
tered  Federal  Service,  and  time  spent  in  grade. 

Authority  for  maintenance  of  the  system:  15  U.S.C.  634(bX6);  5 
U.S.C.  301. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Sto^e:  These  records  are  copies  of  a  computer  listing  which  are 
kept  in  file  cabinets  or  the  desk  of  the  responsible  employee. 

Rctrievability:  Records  are  filed  by  office,  program  area,  and 
name. 

Safeguards:  Information  released  only  to  authorized  persons  on  a 
need  to  know  basis. 

Retention  and  disposal:  A  new  listing  is  generated  each  month. 
The  Central  Office  ^sposes  of  old  copies  after  three  years  or  upon 
completion  of  a  CivO  Service  Commission  inspection.  Field  offices 
dispose  of  old  monthly  copy  when  new  copy  is  received  or  periodi- 
caUy,  if  desired. 


System  Buma^s)  aad  addram:  Privacy  Act  Officer,  Regional 
DirKtors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

NodficatioB  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regkmal  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  wiQ  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual.  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Personnel  and  Payroll  Records. 

SBA315 

System  name:  Personnel  Security  Files— SBA315 

System  locatkm:  SBA  Central  Office  and  Regional  Offices.  See 
Appendix  A  for  addresses.  . 

Categories  of  individuals  covered  by  the  system:  Active  and  inac¬ 
tive  SBA  employees. 

Categories  of  records  ia  the  system:  This  system  contains  the  ac¬ 
tive  and  inactive  personnel  security  files,  which  include  the  em¬ 
ployee's  or  former  employee’s  name,  back^ound  information,  per¬ 
sonnel  actions,  and  Civil  Service  Commission’s  full  field  investiga¬ 
tions.  Also  included  in  this  system  are  the  Civil  Service  Commis¬ 
sion’s  National  Agency  checks  and  the  names  of  those  employees 
in  sensitive  positions  requiring  full  field  investigations. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bK6).  44  U.S.C.  3101,  Executive  Order  10450. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  aad  the  punioaes  of  such  uses:  In  the  event  that  a 
system  of  records  maintained  by  this  Agency  to  carry  out  its  func¬ 
tion  indicates  a  violation  or  potential  violation  of  law,  whether 
civil,  criminal  or  reg^tory  in  nature,  and  whether  arising  by 
general  statute  or  particular  program  statute  or  by  regulation,  rule 
or  order  issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the  appropriate 
^ency,  whether  Federal,  State,  local  or  foreign,  charged  with  the 
invest^ation  or  prosecution  of  such  violations  or  charged  with  en¬ 
forcing  or  implementing  the  statute,  or  rule,  regulation  or  order  is¬ 
sued  pursuant  thereto. 

FuU  field  investigations  and  National  Agency  checks  are 
returned  to  the  Civil  Service  Commission  when  employee 
becomes  inactive. 

Records  in  the  active  and  inactive  personnel  security  files  are 
forwarded  to  other  Federal  agencies  conducting  background 
checks. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proceedings  or  in 
settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  The  active  and  inactive  personnel  security  files  are 
maintained  in  rot^  dieboid  power  files.  CSC  National  Agency 
checks  are  maintain^  in  locked  safes. 

Retrievabllity:  Records  are  retrieved  by  employee’s  name. 

Safeguards:  Personnel  screening.  Information  released  only  to 
authorued  persons. 

Retentioo  aad  disposal:  Civfl  Service  Commission  National  Agen¬ 
cy  checks  are  kept  until  the  employee  leaves  government  service 
and  then  returned  to  CSC. 

On  the  separation  of  an  employee  from  SBA,  Security  and 
Investigations  Division  strips  the  file  and  forwards  the  full 
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field  portion  of  an  investigation  to  the  CSC.  Remaining 
information  of  a  nonderogatory  nature  is  destroyed,  while 
derogatory  information  is  kept  indefinitely. 

System  managerts)  and  addrea:  Privacy  Act  Officer,  Regional 
Dir^ors.  See  Appendix  A  for  addresses. 

Notifkation  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Offke  records 
Regional  Director  for  Regional  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendu  A 

Record  access  procedures:  In  response  to  a  request  by  an  m- 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 
mg  to  him  or  her,  the  Privacy  Act  Officer  or  Regional  Director  will 
set  forth  the  procedures  for  gaining  access  to  these  records.  If 
there  is  no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  proccdura:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  offkial  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  sanree  cntegorics;  SBA  employees,  SBA  Personnel  Office, 
third  party  witnesses.  Civil  Servke  Commission. 

SystenH  caenspted  irans  rrrtnln  provisions  of  the  net:  Pursuant  to  5 
U.S.C.  SS2a  (kX2)  and  (kX5).  all  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifkations  for  F^eral  civilian 
employment,  Fetleral  contracts,  or  access  to  classified  information 
is  exempt  from  the  notifkation,  access  and  contest  requirements 
(under  5  U.S.C.  SS2a  (cX3).  (d),  (eXD.  (eX4XG).  (H).  and  (I),  and 
(f))  of  the  Agency  regulations.  Tikis  exemption  is  necessary  in  order 
to  fulffll  commitments  made  to  protect  the  confidentiality  of 
sources  and  to  maintain  access  to  sources  necessary  in  making 
determinations  of  suitability  for  employment. 

SBA320 

Syateni  nante:  Portfolio  Reviews— SBA320 

System  lucatlon:  Central  Office,  Distrkt  Offkes,  Branch  Offkes. 
For  addresses  see  Appendix  A. 

Categories  of  Individuals  cofvered  by  the  syslan:  Recipients  of 
SBA  Duaster  Home  Loans. 

Categories  of  records  in  the  system:  This  system  consists  of  re¬ 
ports  compiled  by  the  Office  of  Portfolio  Review  in  the  course  of 
reviewing  fkld  offke  handling  of  aO  loans.  Disaster  Home  Loans 
are  included  in  these  reviews  only  occasionally.  Central  Offke  files 
also  incliide  line  cards  prepared  with  summary  information  on  each 
loan.  Until  early  1975  the  Portfolio  Review  Reports  contained  this 
information  on  each  loan  listed  a^habetkaOy.  Since  that  time, 
loans  are  no  longer  listed,  but  are  named  only  when  there  is  a  par- 
tkular  problem  in  the  loan  handling. 

Authority  lor  nuintenanoc  of  the  system:  IS  U.S.C.  634(bX6),  S 
U.S.C.  301,  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  iuciudli^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  in  this  system 
may  be  examined  by  the  General  Accounting  Offke  in  the  course 
of  a  review  of  the  Agency. 

Disclosure  may  be  made  to  a  congr^sional  offke  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Rctrkvability:  Records  are  indexed  by  office. '  Some  information 
within  the  records  is  retiievable  by  loan  name  or  number. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  offkial  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Reteutloa  and  disposal:  Reports  are  retained  indeflnitely.  Line 
cards  in  Central  Office  are  retained  until  the  next  report,  then 
disposed  of. 

System  maaagcr(s)  and  addrem:  Privacy  Act  Offker,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Nodfkadon  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  wiitmg  to: 

Privacy  Act  Officer  for  Central  Office  records 


District  Director  for  Distrkt  Offke  records 

Branch  Manager  for  Branch  Offke  records. 

The  addresses  of  these  offkes  are  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Offker,  Distrkt  Director  of 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  mamtained  in  the  system  should  direct  their 
request  to  the  offkial  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendireot  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Offke  of  Portfolio  Review,  Loan  Case 
Files,  SBA  personnel,  and  Fkld  visits  to  borrowers. 

SBA32S 

System  name:  Potential  Spanish-Sumamed  Applkants— SBA325 

System  location:  Denver  Regional  Offke,  at  address  listed  in  Ap¬ 
pendix  A. 

Categories  of  individuals  covered  by  the  system:  Potential  Spanish- 
sumamed  applicants  for  Federal  employment 

Categories  of  records  in  the  system:  This  record  includes  name, 
address,  phone  number,  and  information  on  employment  of 
Spanish-sumamed  individuals  who  are  potential  applkants  for  SBA 
employment.  This  information  is  used  to  notify  mdividuals  of  job 
openings  at  the  SBA. 

AutborRy  for  maintenance  of  the  system:  PuUk  Law  92-261,  Ex¬ 
ecutive  Or^  11478. 

Routine  naes  of  records  maintained  in  the  system,  incImRng  catega 
rfes  of  naers  and  the  pnrpoaea  of  auch  naes:  Internal  Ag^y  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
rKord  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  offke  made  at  the  request  of  that  individuaL 

Storage:  Records  are  kept  in  a  card  file. 

Retrievability:  Records  are  indexed  by  the  names  of  individuals. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  offkial  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Rctentloo  and  disposal:  Records  are  maintained  indefinitely. 

System  managerfs)  and  address:  Regional  Director.  See  Appendix 
A  for  address. 

Notification  pryedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  wriung  to  the  Regional  Director  at  the  ad¬ 
dress  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  mdividuai,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  dkect  their 
request  to  the  offkial  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  is  main¬ 
tained;  organizations  who  refer  applicants. 

SBA330 

System  name:  Power  of  Attorney  Files— SBA330 

System  locatloa:  SBA  Regional  Offices,  Distrkt  Offkes  m  Atlan¬ 
ta,  Georgia;  Birminghim,  Alabama;  Charlotte,  North  Cardma; 
Columbia,  South  Carolina;  Miami,  Florida;  Jacksonville,  Florida; 
Louisville,  Kentucky;  Jackson,  Mississippi;  and  Nashville,  Tennes¬ 
see;  Branch  Offkes  in  Biloxi,  Mississippi  and  Knoxville,  Tennes¬ 
see.  For  addresses  see  Appendix  A. 

Categories  of  faidividnals  covered  by  the  system:  Insurance  agents 
who  have  the  authority  to  execute  a  surety  bond. 

Categories  of  records  in  the  system:  Infonnatioo  in  this  system  of 
records  identifies  those  individuals  who  are  authorized  to  execute 
bonds  for  surety  companies. 

Authority  for  nudntenaace  of  the  system:  5  U.S.C.  301 ,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 
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a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records 


Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  agent's  and  broker's 
names. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Persoqnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Records  are  retained  until  the  SBA  is 
notified  that  the  authority  to  execute  bonds  has  been  rescinded,  at 
which  time  the  records  are  destroyed. 

System  manager(s)  and  address:  Regional  Directors.  District 
DirKtors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notifkatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 
District  Director  for  District  Office  records 
Branch  Manager  for  Branch  Office  records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  ncccm  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Regional  Director.  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

CoBtcsdiig  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  mfor- 
mation  sought. 

Record  source  categories:  Surety  company  for  which  the  agent 
broker  is  authorized  to  execute  bonds. 

SBA335 

System  name:  Problem  Loan  Work  Files— SBA335 

System  locatioa:  District  and  Branch  Offices  of  the  SBA.  See  Ap¬ 
pendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categories  oi  records  in  the  system:  This  system  of  records  con¬ 
tains  i^ormation  relating  to  an  individual  recipient  of  a  Disaster 
Home  Loan.  These  records  include  delinquent  accounts,  reports  of 
field  visits,  correspondence  and  other  information  pertinent  to  a 
problem  loim. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bK6),  44  U.S.C.  3101. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  puiposes  of  such  nses:  In  the  event  that  a 
system  of  records  maintained  by  the  Agency  to  carry  out  its  func¬ 
tion  indicates  a  violation  or  potential  violation  of  law,  whether 
civfl,  criminal  or  regulatory  in  nature,  and  whether  arising  by 
general  statute  or  particular  program  statute,  or  by  regulation,  rule 
or  order  issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use,  to  the  appropriate 
agency,  whether  Federal,  State,  local  or  foreign,  charged  with  the 
responsibility  of  investigation  or  prosecution  of  such  violation  or 
chided  with  enforcing  or  implementing  the  statute  or  rule,  regula¬ 
tion  or  order  issued  pursuant  thereto. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  indexed  by  recipient's  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unaut^rized  disclosure. 

Retention  and  disposal:  These  records  are  retained  independently 
of  the  Loan  Case  File  until  the  proUem  is  resolved  and  then  are  in¬ 
corporated  into  the  Loan  Case  File. 

System  maiiagcr<s)  and  address:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Nodficatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 


The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individu^,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  Usted  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Loan  Case  File,  individual  to  whom 
record  pertains.  Agency  employees,  financial  institutions. 

SBA34S 

System  name:  Red  Cross  Blood  Program — SBA345 

System  location:  Regional  Offices,  at  addresses  listed  in  Appendix 
A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  donated  blood  or  indicated  their  willingness  to  donate 
blood. 

Categories  of  records  in  the  system:  Record  includes  name  of  em¬ 
ployee.  blood  type,  and  date  of  last  donation  of  blood. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Records  will  be  used  in 
referring  individuals  to  t^  Red  Cross  to  donate  blood. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Information  is  kept  in  notebooks  or  on  cards. 

Retrievability:  In  some  offices  this  record  is  indexed  by  the  em¬ 
ployee's  name.  In  other  offices  it  b  only  indexed  by  date. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  utilized  to  prevent  unauthorized  disclosure. 

Retentkm  and  disposal:  Records  are  kept  for  one  year,  then 
destroyed. 

System  managcr<s)  and  address:  Regional  Directors.  See  Appendix 
A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  i^rtaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Regional  Director.  The  ad¬ 
dresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  p>ertain- 
ing  to  him  or  her,  the  Regional  Director  will  set  forth  the 
procedures  for  gaining  access  to  the  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  luted  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  on  whom  record  b  main¬ 
tained. 

SBA350 

System  name:  Reports  on  Minority  Employment— SBA3S0 

System  location:  Central  Office,  Regional  Offices,  District  Of¬ 
fices.  See  Appendix  A  for  addresses. 

Categories  of  individuab  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system:  Thb  system  of  records  in¬ 
cludes  computer  printouts  and  other  forms  of  listings  of  SBA  em¬ 
ployees,  indicating  their  minority  code  and  sex,  and  in  some  cases 
training  and  promotions  received  by  them.  The  records  are  used  to 
evaluate  the  Abney’s  compliance  with  principles  of  equal  employ¬ 
ment  opportunity. 

Authority  for  maintenance  of  the  system:  Executive  Order  11478, 
42  U.S.C.  2000e-l  et.  seq.,  5  C.F.R.  713,  13  C.F.R  103.735-5-4. 
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RiMitiiic  met  «l  rtcords  luinUiiicd  ia  the  system,  incladhig  catefo- 
ries  of  vaers  aad  the  piupoM  of  sveb  ases:  Records  are  used  in 
compiling  reports  to  the  Civil  Service  Commission. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  on  magnetic  tape,  on  cards,  or  in  file 
folders. 

Retrievabilityi  Information  in  this  system  may  be  indexed  by  em¬ 
ployee  name.  Social  Security  Number,  or  minority  code. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retentioa  and  disposal:  Indefinite  or  untfl  up-dated. 

System  mana^tcr<s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  DistrKt  Directors.  See  Appendix  A  for  addresses. 

Notifkatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

RegioOiJ  Director  for  Regmnal  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 
ng  to  him  m  her,  the  Privacy  Act  Officer,  Regional  Director,  or 
District  Director  wfll  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  be  or  she  wiO 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  catcgerlcs:  Personnel  records  and  visual  observa- 
tioa  to  determine  minonty  code. 

SBA3S5 

Syrntm  name:  SCORE  Master  Files-SBA355 

System  location:  Central  Office.  See  Appendix  A  for  the  address. 

Categories  of  Individnals  covered  by  the  system:  Service  Corps  of 
Retired  Executives  and  Active  Corps  of  Executives. 

Categories  of  records  in  the  s)^cm:  This  system  of  records  is  a 
master  list  of  all  retired  and  active  executives  who  volunteer  their 
services  to  pve  business  counseling  to  SBA  re^ients.  These 
records  contain  information  as  to  personal  qualifications  and  exper¬ 
tise  and  cases  which  they  have  counseled. 

Authority  for  maintenance  al  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uaes:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  ah  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  on  magnetic  tape  and  in  a 
binder. 

RetrievabiUty:  These  records  are  indexed  by  SCORE  and  ACE 
volunteer's  name  as  well  as  serial  number. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unaut^rized  disclosure. 

Retention  and  disposal:  The  master  tape  is  updated  periodically 
and  maintained  indefinitely.  When  a  SCORE  and  ACE  volunteer’s 
name  is  withdrawn  from  active  duty,  the  record  is  maintained  fm* 
three  years  and  is  then  destroyed. 

System  manager(s)  aad  address:  Privacy  Act  Officer,  see  appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
The  Address  of  this  office  is  contained  in  appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 


ing  to  him  or  her,  the  Privacy  Act  Officer  wil!  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains, 
SCORE/ACE  registration  forms. 

SBA3M 

System  name:  Security  A  Investigations  Files— SBA360 

System  location:  Central  Office  and  Federal  Records  Centers.  See 
Appendix  A  for  SBA  Central  Office  address  and  Appendix  B  for 
FRC  addresses. 

Calories  of  individuals  covered  by  the  system:  Appliunts  and 
recipients  of  SBA  assistance  and  principals  of  applicant  and 
recipient  businesses  •  aO  types  of  loans,  L^se  Guarantees,  Small 
Business  Investment  Company  hcensing,  8(a)  contractors,  call  con¬ 
tractors  and  grantees.  State  and  Local  Development  Companies, 
Economic  Development  Administration  loans.  Surety  Bond  Guaran¬ 
tees  and  applicant  representatives,  members  of  Advisory  Councils 
and  SCORE/ACE  volunteers. 

Categories  of  records  in  the  system;  This  system  of  records  con¬ 
tains  investigations  and  reports  on  all  of  the  above  indiviudals  on 
whom  the  Agency  has  derogatory  information.  Records  of  a  non¬ 
derogatory  nature  are  maintained  on  the  princqsal  SBIC  directors 
and  stockholders.  These  records  integrate  ral  a^  IRS  reports  and 
include  personal  history  statements,  bacl^ound  character  checks, 
field  investigations,  arrest  and  conviction  records,  parole  and 
probation  data.  Securities  and  Exchange  Commission  violations, 
recommendations  and  evaluations,  arul  r^ted  correspondence. 

Authority  for  maintenance  of  the  system:  15  U.S.C.  634(bX6),  15 
U  S.C.  645(a),  18  U.S.C.  1001. 

Routine  uaes  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

In  the  event  that  a  system  of  records  maintained  by  this  ^ency 
to  carry  out  its  function  indicates  a  violation  or  potential  violation 
of  law,  whether  civil,  criminal  or  r^ulatory  in  nature,  and  whether 
arising  by  general  statute  or  particular  ptx>gram  statute,  by  regu¬ 
lation,  r^,  or  order  issued  pursuant  thereto,  the  relevant  records 
in  the  system  of  records  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whethn  Federal,  State,  local  or  foreign, 
chvged  with  the  responsibility  of  investigation  or  prosecution  of 
such  violation  or  charged  with  enforcing  or  imu^soenting  the 
statute  or  rule,  regulation  or  order  issued  pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a  rou¬ 
tine  use,  in  the  course  of  presenting  evidence  to  a  court,  magistrate 
or  administrative  tribunal,  iiKhiding  disclosures  to  opposing  counsel 
in  the  course  of  such  proceeding  or  in  settlement  negotiations. 

These  records  may  be  used  to  provide  data  to  the  General  Ac¬ 
counting  Office  for  periodic  reviews  of  this  Agency. 

Tbm  records  may  routinely  be  disclosed  to  other  Federal 
agencies,  in  response  to  their  requests,  in  connection  with 
conducting  background  checks.  Disclosure  will  be  made  only 
to  the  extent  that  the  information  is  relevant  and  necessary 
to  the  requesting  agencies’  function. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Stor^e:  These  records  are  maintained  in  rotary  diebold  power 
files,  file  folders  and  card  indexes. 

Retrievability:  These  records  are  indexed  by  applicant  and 
recipient  name. 

Safe^ards:  Personnel  screening.  Information  is  released  only  to 
authorued  persons. 

Retention  and  disposnl:  At  the  end  of  each  calendar  year,  in¬ 
vestigation  records  are  screened  to  remove  those  records  on  which 
no  derogatory  information  has  been  received  for  five  years  or 
more.  These  inactive  records  are  then  sent  to  an  FRC  which  main¬ 
tains  them  for  twenty  years  and  then  destroys  them.  Derogatory 
records  on  SBIC  princq>als  are  retained  for  two  years  and  then 
transferred  to  an  FRC  which  destroys  them  after  ten  years, 
whereas  nondero^tory  records  are  retained  for  one  year  and  then 
destroyed.  Investigation  cards  contain^  a  condens^  report  and 
applicant  representative  cards  are  retained  indefinitely.  Correspon¬ 
dence  records  are  retained  for  as  long  as  they  are  essential  and 
destroyed  annually  when  nonessential. 
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Systca  BaMfcris)  aad  addrcn:  Privacy  Act  Officer.  Sec  Appen¬ 
dix  A  for  address. 

NotWcatkw  proccdnre:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertainmg  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  Privacy  Act  Officer  for 
Cent^  Office  records.  The  address  of  this  office  is  contained  in 
Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individum,  he  or  she  will  be  so  advised. 

Cootestfaig  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains, 
public  court  records,  parole  and  probation  authorities,  FBI,  IRS, 
State  and  local  law  enforcement  authorities,  third  party  informants 
and  Agency  personnel. 

Systems  exempted  from  certaia  provisioas  of  the  act:  Pursuant  to  S 
U.S.C.  S52a  (kK2)  and  (kK5),  all  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifications  for  F^eral  civilian 
employment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notification,  access  and  contest  requirements 
(under  5  U.S.C.  SS2a  (cK3).  (d),  (eXD.  (e)(4KG).  (H),  and  (I),  and 
(0)  of  the  Agency  regulations.  This  exemption  is  necessary  in  order 
to  fulfill  commitments  made  to  protect  the  confidentiality  of 
sources  and  to  prevent  subjects  of  investigations  from  frustrating 
the  investigatory  process. 

SBA36S 

System  name:  Security  &  Investigations  Referrals— SBA36S 

System  locathw:  Regional.  Dbtrict  and  Branch  Offices.  See  Ap¬ 
pendix  A  for  addresses. 

Categories  •(  IsdMduals  covered  by  the  system:  SBA  employees 
and  applicants  and  recipients  of  SBA  assistance. 

Categories  of  records  la  the  system:  This  system  of  records  con¬ 
tains  referrals  to  Securities  A  Investigations  for  investigations  and 
reports  of  the  above  individuals  in  ord«  to  determine  wither  frau¬ 
dulent  activities  or  misconduct  has  taken  place.  This  system  some¬ 
times  includes  copies  of  the  completed  report  by  the  S  &  I  Divi¬ 
sion.  These  records  include:  personal  statements  of  any  arrests,  in¬ 
dictments  and  convictions-SBA  Form  912,  allegations  of  irregulari¬ 
ties.  informants  statements  from  outside  investigative  sources, 
recommendations  from  the  field  offices  and  related  correspon¬ 
dence. 

Authority  (or  maintenance  •(  the  system:  15  U.S.C.  634(bX6).  IS 
U.S.C.  645(a).  18  U.S.C.  1001. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  •(  such  uses: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civO,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regidation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  records  may  be  referred,  as  a  routine  use.  to  the 
appropriate  a^ncy,  whether  Federal.  State,  local,  or  foreign, 
charged  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforc^  or 
implementing  the  statute  or  rule,  regulation  or  order  issued 
pursuant  tlnreto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a  rou¬ 
tine  use.  in  the  course  of  presenting  evidence  to  a  court,  magistrate 
or  admi^trative  tribunal,  including  disclosures  to  opposing  counsel 
in  the  course  of  such  proceedings  or  in  settlement  negotiations. 

These  records  may  be  used  to  provide  data  to  the  General  Ac¬ 
counting  Office  for  periodic  reviews  of  this  Agency. 

These  records  may  routinely  be  disclosed  to  other  Federal  agen¬ 
cies,  in  response  to  their  requests,  in  connection  with  conducting 
background  checks.  Disclosure  will  be  made  only  to  the  extent  that 
the  i^ormation  is  relevant  and  necessary  to  the  requesting  agen¬ 
cies’  function. 


Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  index 
cards. 

Rctrievability:  These  records  are  indexed  by  the  name  of  the  in¬ 
dividual  to  be  investigated. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unauthorized  disclosure. 

Retcntloa  and  dispoial:  Some  offices  retain  these  records  for  two 
years  and  then  destroy  them,  while  other  offices  retain  these 
records  until  the  irregularities  are  resolved. 

System  mauagerfs)  aad  addren:  Re^onal  Directors.  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Notifkatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  the  Regional  Director.  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Coatestiag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  td  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  personnel,  thud  party  informants  and  the  FBI  and  other  in¬ 
vestigative  Government  agencies. 

Systems  exempted  from  oettaln  provisions  of  the  act:  Pursuant  to  5 
U.S.C.  552a(kX2)  and  (kX5),  all  investigatory  material  in  the  record 
compiled  for  law  enforcement  purposes  or  for  the  purpose  of  deter¬ 
mining  suitability,  eligibility,  or  qualifications  for  F^eral  civilian 
employment.  Federal  contracts,  or  access  to  classified  information 
is  exempt  from  the  notification,  access,  and  contest  requirements 
(under  5  U.S.C.  552a  (cX3).  (d).  (eXD.  (eX4XG).  (H),  and  (I),  and 
(f))  of  the  Agency  regulations,  litis  exemption  is  necessary  in  order 
to  fulfill  commitments  made  to  protect  the  confidentiality  of 
sources  and  to  prevent  subjects  of  investigations  from  frustrating 
the  investigatory  process. 

SBA370 

System  name:  Settlement  and  Compromise— SBA370 

System  location:  Central  Office,  Regional  Offices,  Miami  District 
Office,  Louisville  District  Office,  Birmingham  District  Office.  See 
Appendix  A  for  addresses. 

Categories  of  individnals  covered  by  the  system:  Recipients  of 
SBA  Disaster  Home  Loans. 

Categories  of  records  hi  the  system:  Records  include  listings  of 
loans  considered  for  compromise,  case  records  and  financial  infor¬ 
mation  relating  to  compromises  of  loans,  settlement  agreements  and 
notices  of  compromise  on  loans. 

Authority  (or  maintenance  of  the  system:  5  U.S.C.  301,  15  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  A  record  from  this 
system  of  records  may  be  disclosed,  as  a  routine  use,  in  the  course 
of  presenting  evidence  to  a  court,  magistrate  or  administrative 
tribunal,  including  disclosures  to  opposing  counsel  in  the  course  of 
such  proceedings  or  in  settlement  negotiations. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Rctrievability:  Records  are  indexed  by  name  of  borrower. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  duties  require  such  access.  Personnel  screen¬ 
ing  is  utilized  to  prevent  unauthorized  disclosure. 
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Rctentioa  and  dlipoMl:  Records  are  kept  indefinitely.  , 

System  manaferfs)  aod  address:  Privacy  Act  Officer,  Regional 
Directors.  District  Directors.  See  Appendix  A  for  addresses. 

Notifkatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  penon  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individud,  he  or  she  will 
be  so  advised. 

Coutesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  sho^d  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Borrowers,  Loan  Case  Files,  Agency 
Compromise  Committees,  other  Agency  personnel. 

SBA375 

System  name:  Small  Business  Person  Awards— SBA37S 

System  locatioa:  Central,  Regional  and  District  Offices  of  the 
SBA.  See  Appendix  A  for  addresses. 

Categories  ol  iodividuals  covered  by  the  system:  Loan  recipient 
candidates  and  winners  of  the  Small  Business  Person  of  the  Year 
Awards  and  Community  Development  Awards. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  i^ormation  relating  to  the  candidacy  and  selection  of  SmaQ 
Business  Person  of  the  Year  in  SBA  District  and  Regional  Offices. 
These  records  include  applications,  biographical  summaries,  cor¬ 
respondence.  recommendations  and  narratives  of  business  and  civk 
successes.  The  record  of  Community  Development  Awards  in  the 
Central  Office  includes  biographical  and  qualifying  information  as 
well  as  recommendations  from  SBA  field  offices. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  15  U.S.C. 
634(bK6).  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  information  to  the  news  media  for  public  disclosure 
of  the  name,  address  and  biographical  statement  of  the 
recipients  of  the  awards. 

To  communicate  with  officials  in  State  and  local  government 
as  to  the  status  of  a  particular  candidate. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  t^t  individual. 

Storage:  These  records  are  maintained  in  file  folders. 

Retrievability:  These  records  are  retrievable  by  individual  name.^ 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screening  is  employed  to  prevent  unautrorized  disclosure. 

Retentioa  and  disposal:  Records  may  be  retained  from  one  to  ten 
years. 

System  manager(s)  and  address:  Privvey  Act  Officer,  Regional 
DirKtors,  District  Directors.  See  Appendix  A  for  addresses. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  the  Privacy  Act  Officer,  Regional  Director  or 
District  Director  vrill  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individud,  he  or  she  will 
be  so  advised. 


Contestiug  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  record  pertains, 
recommendations  from  various  individual  sponsors.  Advisory 
Council  members.  Agency  personnel,  research  publications  directo¬ 
ries,  news  media. 

SBA380 

System  name:  Standards  of  Conduct  Files— SB A380 

System  location:  SBA  Central  Office,  all  Regional  Offices,  vari¬ 
ous  District  Offices.  See  Appendix  A  for  addresses. 

Categories  of  individuals  covered  by  the  system:  SBA  employees. 

Categories  of  records  in  the  system: 

Confidential  statement  of  employment  and  financial  interests 
made  by  employees  Grade  13  and  above,  and  by  Grade  12 
Branch  Managers. 

Ad  Hoc  Committee  decisions  and  memoranda  concerning 
standards  of  conduct  questions  used  as  precedent  for  later 
decisions.  (Central  Office  only.) 

Correspondence  concerning  conflicts  of  interest. 

Listing  of  all  SBA  employees  who  have  been  indicted  or 
convicted  in  matters  involving  SBA  business. 

Authority  for  maintenance  of  the  system:  13  C.F.R.  105.735 
enacted  pursuant  to  the  Small  Business  Act. 

Roudne  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

In  the  event  that  a  system  of  records  maintained  by  this 
Agency  to  carry  out  its  function  indicates  a  violation  or 
potential  violation  of  law,  whether  civil,  criminal  or 
regulatory  in  nature,  and  whether  arising  by  general  statute 
or  particular  program  statute,  or  by  regulation,  rule,  or  order 
issued  pursuant  thereto,  the  relevant  records  in  the  system 
of  recoids  may  be  referred,  as  a  routine  use,  to  the 
appropriate  agency,  whether  Federal,  State,  local  or  foreign, 
chvg^  with  the  responsibility  of  investigation  or 
prosecution  of  such  violation  or  charged  with  enforcing  or 
implementing  the  statute  or  rule,  regi^tion  or  order  issued 
pursuant  thereto. 

A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use.  in  the  course  of  presenting  evidence  to  a  court, 
magistrate  or  administrative  tribunal,  including  disclosures  to 
opposing  counsel  in  the  course  of  such  proceeding  or  in 
settlement  negotiations. 

Records  contained  in  this  system  may  be  forwarded  to  the 
Civil  Service  Commission  when  requested. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders  which  are  stored 
in  ffle  cabinets  or  safes. 

Retrievability:  Records  are  retrieved  by  the  name  of  the  em¬ 
ployee. 

Safeguards:  Access  is  strictly  limited  to  those  employees  with  a 
need  to  use  these  records  in  performing  their  duties. 

Retention  and  disposnl:  Files  are  retained  indefinitely. 

System  manager(s)  and  address:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors.  See  Appendix  A  for  addresses. 

Notificatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regknal  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director  or 
Dntrict  Director  wUl  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  wffl 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
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reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  soarcc  categories:  Information  in  the  confidential  state¬ 
ment  of  employment  and  financial  interests  is  collected  from  the 
employee  himself.  Any  adverse  information  could  come  from  other 
employees  or  from' a  member  of  the  general  public  with  specific 
knowledge  of  the  matter  reported. 

Systeais  exempted  from  certain  provisions  ol  the  net:  Pursuant  to  S 
U.S.C.  SS2a  (kX5).  all  investigatory  material  in  the  record  compiled 
for  the  purpose  of  determining  suitability,  eligibility,  or  qualifica¬ 
tions  for  F^eral  civilian  employment.  Federal  contracts,  or  access 
to  classified  information  is  exempt  from  the  notification,  access, 
and  contest  requirements  (under  S  U.S.C.  SS2a  (cX3)>  (d),  (eXl). 
(eX4XG),  (H),  and  (I),  and  (f)  of  the  Agency  regulations.  This  ex¬ 
emption  is  necessary  in  order  to  fulfill  commitments  made  to  pro¬ 
tect  the  confidentiality  of  sources  and  maintain  access  to  sources 
necessary  in  making  determinations  of  suitability. 

SBA3S5 

System  name:  Tort  Claims— SBA38S 

System  locatka:  Central  Office  and  Federal  Records  Centers,  at 
addresses  listed  in  Appendices  A  and  B. 

Categories  ol  ladhrldBals  covered  by  the  system:  Government  em¬ 
ployees  and  other  individuals  involved  in  accidents. 

Categories  of  records  fas  the  system:  This  record  contains  reports 
on  accidents  which  resuh  in  tort  claims  involving  the  Government. 

Antboiity  lor  maintenance  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101,  42  U.S.C.  3211. 

Routine  nses  of  records  maintained  in  Ike  system,  fasclnding  catego¬ 
ries  of  users  and  the  pnrpooes  of  such  uses: 

In  the  event  that  a  tort  claim  results  in  a  court  suh,  these 
records  will  be  referred  to  the  Department  of  Justice  for 
handling  of  the  suh  and  used  in  the  preparation  and 
presentation  of  the  case. 

These  records  are  used  m  reporting  on  accidents  and  tort 
claims  to  the  General  Services  Administration. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individ^. 

Storage:  Records  are  kept  in  file  folders. 

RctrlevabUlty:  Records  are  indexed  by  the  names  of  persons  in¬ 
volved  in  the  accidenL 

Salmards:  Records  are  k^  in  a  locked  cabinet  Access  to  and 
use  of  these  records  is  limited  to  persons  whose  official  duties 
require  such  access.  Personnel  screening  is  utilized  to  prevent 
unauthorized  dusclosure. 

Retention  and  disposal:  Records  are  retained  for  one  year,  then 
sent  to  a  Federal  Records  Center,  where  they  are  retained  for  five 
years  and  then  destroyed. 

System  managerfs)  and  addrem:  Privacy  Act  Officer.  See  Appen¬ 
dix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writ^  to  the  Privacy  Act  Officer.  The  ad¬ 
dress  is  contained  in  Appendix  A. 

Record  accem  procednres:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  will  set  forth  the 
procedures  for  gaining  access  to  these  records.  If  there  is  no  record 
of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procednres:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Individuals  involved  in  accident,  wit¬ 
nesses,  investigation  of  the  accident 

SBA390 

System  name:  Transfer  of  Loan  Records— SB A390 

System  locatioa:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration.  See  Appendix  A  for  addresses. 

Categories  of  individnals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 


Categories  of  records  In  Rm  syRem;  This  system  of  records  re¬ 
ports  ^  Irensfer  of  loan  case  fm  from  one  division  of  the  Small 
Business  Administration  to  another  division,  or  to  the  Federal 
Records  Center. 

Authority  lor  malntenanrr  of  the  system:  5  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routfac  uses  of  records  maintained  in  the  system,  lacindiag  catego¬ 
ries  of  users  and  the  pnrpooes  of  such  uses:  lliese  records  and  infor¬ 
mation  in  the  records  may  be  used: 

To  provide  information  to  the  Federal  Records  Center,  as 
n^ed,  to  locate  a  Loan  Case  File. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inqi^  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders. 

Retrievability:  Records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  reouire  such  access.  Personnel 
screening  is  employed  to  prevent  unautMiized  disclosure. 

Retentioa  and  disposal:  Records  are  retained  indefinitely. 

System  usanagerfs)  and  addrem:  District  Directors,  Branch 
Managers.  See  Appendix  A  for  addresses. 

Nodficathm  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  1^  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Dhector  for  District  Office  records 

Branch  Manager  for  Branch  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  accem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  penn¬ 
ing  to  him  or  her,  the  District  Director  or  Branch  Manager  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Coatestiug  record  procednrm:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categurks:  Loan  Case  Files,  Agency  employees. 

SBA39S 

System  uame:  UCC  Refiling  and  Financial  Statements 
Due-SBA39S 

System  location:  District  and  Branch  Offices  of  the  Small  Busi¬ 
ness  Administration.  See  Appendix  A  for  addresses. 

Categorim  of  individuals  covered  by  the  system:  Recipients  of  Dis¬ 
aster  Home  Loans. 

Categorim  of  records  in  the  system:  This  system  of  records  lists 
information  relating  to  recipients  of  Disaster  Home  Loans.  Records 
include  record  of  due  dates  for  financial  statements  and  expiration 
dates  of  UCC  lien  filings. 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301,  IS  U.S.C. 
634(bX6),  44  U.S.C.  3101. 

Routiiic  usm  of  records  maintained  In  the  system,  including  catego¬ 
rim  of  users  and  the  pnrposm  of  such  asm:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  file  folders  and  binders. 

Retrievability:  Records  are  indexed  by  recipient  name. 

Safeguards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access.  Personnel 
screenmg  is  employed  to  prevent  unauthorized  disclosure. 

Retention  and  diqMwal:  Records  are  retained  for  no  more  than 
three  years,  then  destroyed. 

System  manager(s)  and  address:  District  Directors,  Branch 
Managers.  Sec  Appendix  A  for  addresses. 

Nodficathm  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

District  Director  for  District  Office  Records 
Branch  Manager  for  Branch  Office  Records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 
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Record  Meets  proccdarct:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her.  the  District  Director  or  Branch  Manager  wiD  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Contesting  record  procednret:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  bst^  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Individual  to  whom  the  record  pertains. 
Agency  employees,  and  Loan  Case  File. 

SBA400 

System  name:  Union  Membership— SBA400 

System  locatloa:  Denver  Regional  Office.  Miami  District  Office, 
Lit^  Rock  District  Office,  Minneapolis  District  Office.  See  Appen¬ 
dix  A  for  addresses. 

Categories  of  indlvidiiala  covered  by  the  system:  SBA  employees 
who  are  members  of  the  Union. 

Categories  of  records  in  the  system:  This  is  a  list  of  employees 
who  are  members  of  the  Union  or  who  have  signed  authorizations 
for  payroll  withholding  of  Union  dues. 

Antbority  for  maiateoaacc  of  the  system:  S  U.S.C.  301,  44  U.S.C. 
3101,  Collective  Bargaining  Agreement  with  the  Union  which 
represents  SBA  employees. 

Ronttne  uses  of  records  maintained  in  the  system,  inclnding  catego- 
rtes  of  users  and  the  pnrposm  of  such  nses: 

Records  in  this  system  might  be  reviewed  by  the  Civil  Service 
Commission  in  the  course  of  a  personnel  management 
evaluation  of  the  office. 

Records  may  be  used  in  communications  with  the  Union 
regarding  dues  withholding  or  other  Union  busmess. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  maintained  in  file  folders. 

RctrfcvabiUty:  Records  are  alphabetical  by  the  name  of  the 
member  of  the  Union  or  person  who  has  sign^  a  dues  withholding 
authorization. 

Saiegaards:  Personnel  screening  is  utilized  to  prevent 
uiwuthorized  disclosure. 

Rctaatloa  and  dtqxwal:  These  records  are  maintained  indefinitely. 

System  aMaagerfs)  and  addrem:  Regional  Director  or  District 
DirMtors.  Sec  Appendix  A  for  addresses. 

Netificatloa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  lum  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

R^onal  Director  for  Regnal  Office  Records 

District  Director  for  District  Office  Records. 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  accem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  him  or  her,  the  Regional  Director  or  District  Director  will  set 
forth  the  procedures  for  gaining  access  to  these  records.  If  there  is 
no  record  of  the  individual,  he  or  she  will  be  so  advised. 

Coateatiag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stat^  reasons 
for  contesting  it  and  the  proposed  amendment  to  the  information 
sought. 

Record  source  categories:  Individuals  on  whom  record  is  main¬ 
tained,  Union,  Computer  print-out  on  payroll  deductions. 

SBA405 

System  name:  Unofficial  Personnel  Files— SBA40S 

System  locatloa:  Maintained  by  individual  divisions  and  branches 
of  the  SBA  Central  Office,  as  weU  as  all  SBA  Regional,  District, 
and  Branch  Offices.  For  ad^sses,  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees, 
both  active  and  separated. 

Categories  of  records  In  the  system:  This  system  contams  a 
number  of  records  pertainmg  to  an  individual’s  employment  at 
SBA  These  records  include  Time  and  Attendance  cards,  authoriza¬ 
tions  for  overtime,  records  of  leave,  training  requested  and  at¬ 


tended,  travel  itineraries  and  vouchers,  copies  of  Personnel  actions, 
reifuests  for  Personnel  actions.  Position  Eiescriptions,  copies  of  of¬ 
ficial  performance  evaluations,  copies  of  letters  of  commendation 
and  retirement,  personal  information  for  use  in  emergencies. 

Antbority  for  maintenance  of  the  system:  3  U.S.C.  301;  IS  U.S.C. 
634(b)<6);  44  U.S.C.  3101;  Title  6,  “GAO  Policy  and  Procedures 
Manual,”  pursuant  to  31  U.S.C.  6Ma)  and  sections  112(a)  and  113^ 
of  the  Budget  and  Accounting  Procedures  Act  of  1950;  5  U.S.C.* 
5701-09. 

Rootlac  uses  of  records  maintained  hi  the  system,  inclnding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  use  only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  These  records  are  maintained  in  either  ffle  folders,  bin¬ 
ders  or  card  indexes  which  are  located  in  fUe  cabinets  or  on  the 
desk  of  the  responsible  employee. 

Retrievability:  Records  are  indexed  by  the  employee’s  name.  So¬ 
cial  Security  number,  or  other  personal  identifier. 

Safeguards:  Personnel  screening  -  information  released  to 
authonzed  persons  on  a  need  to  know  basis  only. 

Retention  and  disposal:  There  is  no  official  Agency  policy  on  re¬ 
tention  of  these  records.  Most  of  the  records  are  maintained  for  up 
to  three  years. 

System  managerfs)  and  addrem:  Privacy  Act  Officer,  Regional 
Directors,  District  Directors,  Branch  Managers.  See  Appendix  A 
for  addresses. 

Notificatioa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 

Regional  Director  for  Regional  Office  records 

District  Director  for  District  Office  records 

The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  accem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer,  Regional  Director,  Dis¬ 
trict  Director  or  Branch  Manager  will  set  forth  the  procedures  for 
gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  wiD  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  sho^  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Individual  to  whom  the  record  pertains, 
SBA  Office  of  Personnel,  Supervisor  of  the  respective  branch  or 
division.  Payroll  section  of  SBA. 

SBA410 

System  name:  Upward  Mobility  Files— SBA410 

System  location:  Central  Office,  Denver  Regional  Office,  San 
Francisco  Regional  Office.  For  addresses  see  Appendix  A. 

Categories  of  individuals  covered  by  the  system:  SBA  employees 
who  have  applied  for  Jobs  within  the  Agency  under  the  Upward 
Mobility  Program. 

Categories  of  records  in  the  system:  These  records  include  applica¬ 
tions  of  candidates  for  higher  jobs  in  the  A^ncy,  appraisals  by  su¬ 
pervisors  of  qualifications  of  candidate,  ratings  by  Personnel  staff, 
roster  of  best-qualified  candidates. 

Authority  lor  maintenance  of  the  system:  5  U.S.C.  301,  44  U.S.C. 
3101. 

Routine  uses  of  records  maintained  hi  the  system,  includfaig  categu- 
ries  of  users  and  the  purposes  of  such  uses: 

Information  in  these  records  may  be  communicated  to  the 
Union  which  represents  SBA  employees. 

Information  in  these  records  may  be  given  to  the  Civfl  Service 
Commission  for  the  processing  of  personnel  matters. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Records  are  kept  in  file  folders. 

Retrievability:  Records  are  indexed  by  employee  name  or  job 
vacancy 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
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persons  whose  official  duties'  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Rctentioa  and  dlspeaal:  Records  are  maintained  indefinitely. 

System  managcrts)  and  address:  Privacy  Act  Officer,  Regional 
DirKtors.  See  ^pendix  A  for  addresses. 

Nodfkathm  procedure:  An  individual  may  inquire  as  to  whether 
'  the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Officer  for  Central  Office  records 
R^kioal  Director  for  Regional  Office  records 
The  addresses  of  these  offices  are  contained  in  Appendix  A. 

Record  aceem  procednres:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Officer  or  Regiotuil  Director  wfll 
set  forth  the  procedures  for  gainirtg  access  to  these  records.  If 
there  is  no  record  of  the  individual,  he  or  she  wfll  be  so  advised. 

Contestlag  record  proccdorcs:  Irulividuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reason  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Applicants,  supervisors  of  applicants. 
Agency  Personnel  Of^e,  AgerKy  officials  responsible  for  selecting 
applicants. 

SBA41S 

System  nauM:  Virginia  Attorneys— SB  A41S 

System  location:  Richmond  District  Office,  at  address  listed  in 
Ap^ndix  A. 

Categories  of  individuals  covered  by  the  system:  Attorneys  in 
private  practice  in  Virginia  who  do  title  work  or  SBA  work. 

Categories  of  records  in  the  system:  Record  contains  names  and 
addresses  of  attorneys  and  a  designation  as  to  whether  attorney  is 
approved  or  unapproved.  This  record  is  used  as  a  guide  to  reliabili¬ 
ty  of  attorneys,  as  to  what  assurances  wfll  be  required  on  title 
opinions  given  by  these  attorneys. 

Aathorhy  lor  maiatenance  of  the  system:  3  U.S.C.  301,  44  U.S.C. 
3101. 

Routiac  uses  of  records  maintained  in  the  system,  induding  edego- 
rics  of  users  and  the  purposes  of  such  uses:  Internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Storage:  Record  is  maintained  in  a  loose-leaf  notebook. 

Retrievability:  List  is  alphabetical  within  categories  by  locality. 

Safeguards:  Access  to  and  use  of  these  records  is  limited  to  those 
persons  whose  official  duties  require  such  access.  Personnel 
screening  is  used  to  prevent  unauthorized  disclosure. 

Retention  and  disposal:  Record  is  updated  continuously  and 
retained  indefinitely. 

System  managers)  and  addrem:  District  Director.  See  Appendix 
A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  turn  or  her  by  addressing 
a  request  in  person. or  in  writing  to  the  District  Director,  at  the  ad¬ 
dress  contained  in  Appendix  A. 

Record  accem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain- 
.  ing  to  him  or  her,  the  District  Director  wfll  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  be  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  Usted  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Lawyer’s  Title  Company,  SBA  person¬ 
nel. 

SBA420 

System  mune:  Work  Progress  Reports— SBA420 

System  location:  SBA  Central  Office.  The  following  SBA  District 
Offices:  Providence.  RI;  Seattle,  Wash.;  Detroit,  Mkh.;  Bir¬ 
mingham,  Ala.;  Minneapolis,  Minn.;  Miami,  Fla.;  Columbus,  Ohio; 


Anchorage,  Ak.;  Honolulu.  Hawaii.  The  following  SBA  Branch  Of¬ 
fices:  Harrisburg,  Pa.;  Spikigfieid,  ID.  Addresses  for  these  offices 
may  be  found  in  Appendu  A. 

Categortes  of  indhridnab  covered  by  the  system:  SBA  employees 

Categories  of  records  In  the  system:  These  records  include;  In¬ 
dividual  work  reports  showing  how  an  employee's  time  was  ex¬ 
pended;  Project  control  sheets;  Project  status  reports;  Sumnuuy  of 
loan  offkers’  activity;  Record  ol  loans  processed  by  loan  officers. 

Authority  lor  maiatenance  of  the  system:  IS  U.S.C.  634<bK6),  S 
U.S.C.  301;44  U.S.C.  3101. 

Routine  nses  of  records  maintained  in  die  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  internal  Agency  use 
only. 

Disclosure  may  be  made  to  a  congressional  offke  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  oifke  made  at  the  request  of  that  individual. 

Storage:  Records  maintained  in  file  folders,  whkh  are  stored  m 
desk  drawers  or  in  ffle  cabinets. 

Retrievability:  Records  are  indexed  by  employee's  name. 

Safeguards:  Personnel  screening.  Information  released  to 
authorized  personnel  on  a  need  to  know  basis. 

Retention  and  disposal:  Records  in  this  system  are  retained  in¬ 
definitely. 

System  managers)  and  addresR  Privacy  Act  Officer,  District 
Directors,  Branch  Managers.  See  Appendix  A  for  addresses. 

Nodficatloa  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to: 

Privacy  Act  Offker  for  Central  Office  records 
District  Director  for  District  Offke  records 
Branch  Manager  for  Branch  Offke  records. 

The  addresses  of  these  offkes  are  contained  in  Appendix  A. 

Record  accem  procednres:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  Privacy  Act  Offker,  District  Director  or 
Branch  Manager  will  set  forth  the  procedures  for  gaining  access  to 
these  records.  If  there  is  no  record  of  the  individual,  he  or  she  will 
be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  tbeu 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought 

Record  source  categories:  Employee  on  whom  the  file  is  main¬ 
tained,  the  employee’s  supervisor,  production  control  clerk. 

SBA42S 

System  name:  Federal  Personnel  Career  Administration  Program 
FUes— SBA425. 

System  location:  Central  Office. 

Categories  of  iadividnab  covered  by  the  system:  SBA  employees. 

Categories  of  records  ia  the  system:  Civil  Service  Commission  Standard 
171  forms  and  SBA  mobility  forms. 

Authority  for  amiatenance  of  the  systeou  S  U.S.C.  301, 44  U.S.C.  3101, 
15  U.S.C.  634(bX6). 

Rontioe  uses  of  records  aurintaiaed  in  the  system,  iadnding  categories  of 
users  aad  the  purposes  of  sack  uses:  To  provide  Program  Evaluation  Staff 
with  information  to  help  place  qualified  indivkuals  in  appropriate 
vacancies,  and  to  determine  what  areas  in  Personnel  need  to  be  stressed  m 
the  individual’s  orientation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  ia  the  system: 

Storage:  Information  is  maintained  in  notebooks  in  locked  steel 
cabinets. 

Retrievability:  Records  are  coded  according  to  grade. 

Safeguards:  Information  released  to  authorized  personnel  on  a 
need  to  know  basis. 

Reteatioo  and  disposal:  Records  are  maintained  until  employee 
leaves  the  Agency,  then  destroyed. 

System  maaagerfs)  and  address:  Director  of  Personnel,  Central 
Offke.  See  Append  A  for  address. 

NodficatloB  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  manager  listed  above. 
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Record  acccM  procedoret:  la  retponse  to  a  request  by  aa  in- 
dividual  to  detente  whether  the  syttem  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  system  manager  will  set  forth  the  procedures 
for  gaining  access  to  thMe  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures;  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Forms  submitted  directly  by  employees. 

SBA430 

System  name:  Executive  Inventory  Record— SBA430. 

System  locatioa:  Central  Office. 

Categories  of  individaab  covered  by  the  system:  SBA  employees  at 
OS- 15  to  GS- 1 8. 

Categories  of  records  in  the  system:  Executive  Inventory  Record 
(Application  of  Employment). 

Authority  for  maintenance  of  the  system:  S  U.S.C.  301, 44  U.S.C.  3101, 
15  U.S.C.  634(bX6). 

Rontiae  uses  of  records  maintained  ia  the  system,  incinding  categories  of 
nsers  and  the  purposes  of  such  uses:  To  prov^  a  system  for  maintaining 
records  of  SF-lhl’s  submitted  to  the  Civil  Service  Commission  when 
considering  candidates  for  supergrade  vacancies  from  Executive  Inven¬ 
tory  Register.  To  be  used  by  Employment  EMvision  and  by  Civil  Service 
Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  reoMrds  in  the  system: 

Storage:  Information  is  stored  in  steel  file  cabinet. 

RetrievabUity:  Records  are  listed  alphabetically  as  Executive  In¬ 
ventory  Records. 

Safeguards:  Information  released  to  authorized  personnel  only. 

Retention  and  disposal:  Records  are  maintained  until  employee 
leaves  the  Agency. 

System  maaager(s)  and  addrem:  Chief,  Employment  Division, 
Central  Office.  Sec  Appendix  A  for  address. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  bv  addressing 
a  request  in  person  or  in  writing  to  the  manager  listed  above. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  system  manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Applicants. 

SBA43S 

System  name:  Executive  Development  Records— SBA435. 

System  location:  8115  Fenton  Street,  Silver  Spring,  Maryland  20910. 

Categories  of  individuals  covered  by  the  system:  Applicants  and 
participants  in  The  Executive  Development  Program. 

Categories  of  records  in  the  systenuSBA  forms  1036  and  1038,  SBA  171, 
SBA  I075A,  miscellaneous  forms  evaluating  assignments,  and  certifi¬ 
cates  of  training  completed. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301, 44  U.S.C.  3101, 
15  U.S.C.  634(bX6). 

Routine  uses  of  records  maintained  in  the  system,  including  categories  of 
users  and  the  purposes  of  such  uses:  To  provide  records,  back-up 
information  and  dl  pertinent  information  on  participants  in  SBA 
Executive  Development  Progrra  in  one  place  for  reference  purpo^. 
To  be  used  by  members  of  training  staff,  members  of  The  Executive 
Manpower  Resources  Board,  and  their  supervisors. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  reebrds  in  the  system: 

Storage:  Information  is  maintained  in  file  folders  in  locked  steel 
cabinet. 

RetrievabUity:  Records  are  filed  alphabetically. 


Salr|uardst  Files  are  locked  when  not  in  use,  and  are  released  to 
autbonzed  personnel  only. 

Rctcatioa  and  disposal:  In  accordance  with  SOP-  00-41. 

System  managerfs)  and  addism;  Chief,  Traininf  Division,  8115 
Fenton  Street,  Sflver  Spring,  Maryland  20910. 

Notification  proesdnrs;  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  manager  listed  above. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  system  manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  is  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advis^. 

Contestlag  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Primarily  from  employee  completion  of 
Forms  1036  and  their  supervisors’  completion  of  Form  1037. 

SBA440 

System  name:  Documentation  of  Supervisory  Training— SBA440. 

System  location:  8115  Fenton  Street,  Silver  Spring,  Maryland  20910. 

Categories  of  individnals  covered  by  the  system:  Persons  occupying 
first-level  supervisory  positions  in  the  Agency. 

Categories  of  records  in  the  system:  SBA  Form  1 138. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301, 44  U.S.C.  3101, 
15  U.S.C.  634(bX6). 

Routine  uses  of  records  maintained  in  the  system,  including  categories  of 
users  and  the  purposes  of  such  uses:  To  determine  who  must  receive 
training  and  to  plan  and  schedule  such  training  in  order  to  meet  Agency 
Supervisory  training  needs.  To  be  used  by  employee,  supervisor,  and 
Office  of  Personnel. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  and 
disposing  of  records  in  the  system: 

Storage:  Information  is  maintained  in  file  folders  in  steel  file 
cabinet. 

Retrievability:  Filed  alphabetically  by  employee  name. 

Safeguards:  Information  released  only  to  authorized  personnel  on 
need  to  know  basis. 

Retentiou  and  dispomi:  In  accordance  with  SOP-00-41. 

System  managerfs)  and  addrem:  Chief,  Training  Division,  8115 
Fenton  Street,  Silver  Spring,  Maryland  20910. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  idm  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  manager  listed  above. 

Record  aceem  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  system  manager  will  set  forth  the  procedures 
for  gaining  access  to  thi^  records.  If  there  is  no  record  of  the  in¬ 
dividual,  be  or  she  will  be  so  advised. 

Contesting  record  procednres:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  in  the  above  paragraph,  stating  the 
reasons  for  contesting  it  and  the  proposed  amendment  to  the  infor¬ 
mation  sought. 

Record  source  categories:  Primarily  from  employee  completion  of 
Form  1138,  and  review  of  their  Official  Personnel  Folder. 

SBA445 

System  name:  Freedom  of  Information  Act  and  Privacy  Act  Case 
File8-SBA445. 

System  locatioa:  Central  Office.  ^ 

Category  of  individaab  covered  by  the  system:  Persons  who  have 
requested  information  or  filed  appeals  under  either  of  the  Acts. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  301, 44  U.S.C.  3101, 
15  u  s  e.  634(bX6). 

Routine  uses  of  records  maintained  in  the  system,  including  categories  of 
users  and  the  purposes  of  such  uses:  To  provide  a  system  for  maintaining 
records  of  initial  requests  and  appeak  under  the  Freedom  of  Information 
Act,  and  of  initial  requests,  revests  for  amendments  to  record,  and 
appeals  under  the  Privacy  Act.  The  records  are  used  by  the  staff  of  the 
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Freedom  of  Information  and  Privacy  Act  office  to  review  individual 
cases,  and  to  keep  a  chronological  log  so  as  to  comply  with  statutory  time 
limitations. 

PoUciet  and  practicea  for  atoring,  rctricTing,  acccasiag,  rctaiaiiis,  aad 
disposing  of  records  in  the  system: 

Storage:  Information  is  maintained  in  folders  in  locked  steel 
cabinet. 

Retrievability:  Files  are  alphabetical  by  name. 

Safeguards:  Information  released  to  authorized  personnel  only. 

Rctcathm  and  disposal:  Records  are  maintained  indefinitely. 

System  maaagcr(s)  and  address:  Freedom  of  Information  and 
Privacy  Act  Officer,  Small  Business  Administration,  1441  “L** 
Street,  N.W.,  Washington,  D.C.  20416. 


Notification  procednre:  An  individual  may  inquire  as  to  whether 
the  system  contains  a  record  pertaining  to  him  or  her  by  addressing 
a  request  in  person  or  in  writing  to  the  manager  listed  above. 

Record  access  procedures:  In  response  to  a  request  by  an  in¬ 
dividual  to  determine  whether  the  system  contains  a  record  pertain¬ 
ing  to  him  or  her,  the  system  manager  will  set  forth  the  procedures 
for  gaining  access  to  these  records.  If  there  it  no  record  of  the  in¬ 
dividual,  he  or  she  will  be  so  advised. 

Contesting  record  procedures:  Individuals  desiring  to  contest  or 
amend  information  maintained  in  the  system  should  direct  their 
request  to  the  official  listed  above,  stating  the  reasons  for  contest¬ 
ing  it  and  the  proposed  amendment  to  the  mformation  sought. 

Record  source  categories:  Most  of  file  consists  of  correspondence 
submitted  directly  to  and  replies  from  the  Small  Business  Adminis¬ 
tration. 

|FR  Doc.77-23548  Piled  9-22-77; 8; 46  am) 
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UNITED  STATES  RAILWAY 
ASSOCIATION 
PRIVACY  ACT  OF  1974 
Systems  of  Records;  Annual  Publication 

In  accordance  with  SS^eK4)  of  the  Privacy  Act  of  1974,  the  United 
States  Railway  Association  hereby  publishes  the  systems  of  records 
currently  maintained  by  the  Association.  No  changes  have  occurred 
since  the  last  annual  publication  on  December  13,  1976,  41  FR  54471. 

Alan  L.  Dean, 

Fiice  President  for  Administration. 
TABLE  OF  CONTENTS 

Employment  and  Financial  Interest  Records  75.2-USRA 
Employment  Application  File  75.3-USRA 
Library  Records  System  75.4-USRA 
Payroll  75.5-USRA 
Personnel  Records  75.6-USRA 

USRA  75.2 

System  name:  Employment  and  Financial  Interest  Records  75.2- 
USRA 

System  locatioa: 

General  Counsel 

U.S.  Railway  Association 

2100  Second  Street,  S.W. 

Washington,  D.C.  20595 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
U.S.  Railway  Association  and  ConR^ 

Categories  of  records  in  the  system:  Contains  name,  SSAN,  posi¬ 
tion  title,  statement  as  to  other  employment  and  financial  interests, 
creditors,  interest  in  real  property,  and  names  and  addresses  of 
others  having  such  information. 

Authority  for  maintenance  of  the  system:  Title  5  USC  1301,  Title 
44  use  3101,  PL  93-236 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determination  of  conflict 
of  interest 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  in  secure  metal  file  cabinets 
RetrievabilHy:  By  name  of  individual 

Safeguards:  Accessable  only  to  personnel  designated  by  the 
General  Counsel.  No  statement  may  be  disclosed  to  any  person 
outside  the  Association  except  as  the  General  Counsel  may  deter¬ 
mine  for  good  cause  shown,  and  then  only  after  notice  to  the  ef¬ 
fected  employee. 

Retention  and  disposal:  Records  are  retained  indefinitely.  File  will 
be  transferred  to  the  appropriate  records  depository  at  termination 
of  USRA  organization. 

System  managerfs)  and  address: 

General  Counsel 

U.S.  Railway  Association 

2100  Second  Street,  S.W. 

Washington,  D.C.  20595 
Notification  procedure: 

Vice  President  for  Administration 
U.S.  Railway  Association 
2100  Second  Street,  S.W. 

Washington,  D.C.  20595 

Record  access  procedures:  Interested  individuals  may  request  that 
a  determination  be  made  as  to  whether  a  system  of  records  in 
USRA  contains  a  record  pertaining  to  them  and/or  may  request  dis¬ 
closure  to  them  of  the  information  pertaining  to  them  in  such 
records  by  sending  a  signed,  written  request,  so  stating,  to: 

United  States  Railway  Association 
Vice  President  for  Administration 

2100  Second  Street,  S.W.  * 

Washington,  D.C.  20595, 

Contesting  record  procedures:  Each  request  must  contain  the 
name  and  address  of  the  individual  and  the  name  of  the  system  of 


records,  as  published  in  the  Federal  Register  or  elsewhere,  on 
which  the  determination  is  to  be  made.  The  individual  may  be 
asked  to  provide  additional  information  to  assist  USRA  in  making 
the  determination.  However,  making  the  determination  will  not  be 
contingent  upon  the  provision  of  such  additional  information. 

Record  source  categories:  The  individuals  themselves  and  the  per¬ 
sons  to  contact  whose  names  they  provided. 

USRA  75.3 

System  name:  Employment  Application  File  75.3-USRA 

System  location: 

Personnel  Office  of  the  U.S.  Railway  Association 
2100  Second  Street.  S.W., 

Washington,  D.C.  20595 

Categories  of  bidividnals  covered  by  the  system:  Applicants  for 
employment  with  USRA  or  the  Consolidated  Rail  Corporation 

Categories  of  records  in  the  system;  Contains  name,  address, 
phone  number,  position  and  salary  interest,  salary  and  job  history 
for  those  individuals  who  have  applied  for  employment.  Contains 
correspondence  and  resume  from  applicants. 

Authority  for  maintenance  of  the  system:  Title  5  USC  1301,  Title 
44  USC  310,  PL  93-236 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Review  by  USRA  or 
ConRail  offices  having  manpower  requirements  for  possible  em¬ 
ployment  consideration. 

Policies  and  practices  lor  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  file  folders 

Retrievabllity:  Files  are  in  order  by  type  of  position  applied  for 
and  therin  in  alphabetical  order  by  last  name.  ' 

Safeguards:  Files  are  located  in  lockable  metal  file  cabinets  in 
secure  rooms  with  access  limited  to  those  whose  official  duties 
require  access. 

Retention  and  dbposal:  Files  are  retained  indefinitely.  Files  will 
be  returned  to  the  applicants  or  destroyed  at  termination  of  USRA 
organization. 

System  managerfs)  and  address: 

Chief,  Personnel  Operations  -  * 

U.S.  Railway  Association 
2100  Second  Street,  S.W. 

Washington,  D.C.  20595 

Notification  procedure: 

Vice  President  for  Administration 
U.S.  Railway  Association  ^ 

2100  Second  Street,  S.W. 

Washington,  D.C.  20595 

Record  access  procedures^  Interested  individuals  may  request  that 
a  determination  be  made  as  to  whether  a  system  of  records  in 
USRA  contains  a  record  pertaining  to  them  and/or  may  request  dis¬ 
closure  to  them  of  the  information  pertaining  to  them  in  such 
records  by  sending  a  signed,  written  request,  so  stating,  to: 

United  States  Railway  Association 
Vice  President  for  Administration 
2100  Second  Street,  S.W. 

Washington,  D.C.  2^595 

Contesting  record  procedures:  Each  request  must  contain  the 
name  and  address  of  the  individual  and  the  name  of  the  system  of 
records,  as  published  in  the  Federal  Register  or  elsewhere,  on 
which  the  determination  is  to  be  made.  The  individual  may  be 
asked  to  provide  additional  information  to  assist  USRA  in  making 
the  determination.  However,  making  the  determination  will  not  be 
contingent  upon  the  provision  of  such  additional  information. 

Record  source  categories:  Contains  only  information  submitted  by 
the  applicants. 

USRA  75.4 

System  name:  Library  Records  System  75.4-USRA 

System  location: 

I>ocument  Center  of  the  U.S.  Railway  Association 
2100  Second  Street,  S.W., 

Washington,  D.C.  20595 

Categories  of  individuals  covered  by  the  system:  Employees  and 
consultants  of  USRA  who  have  borrowed  a  document 
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Catcsorict  of  records  fai  tkc  lyttea:  ConUint  name,  office,  exten¬ 
sion,  document  title,  accession  number,  and  date  document  was 
charged  out 

Aotbority  for  maintenance  of  the  syitcni:  Title  S  USC  1301,  Title 
44  USC  3101,  PL  93-236 

Routine  uses  of  records  maintained  in  the  system,  iacindiag  catego¬ 
ries  of  users  and  the  purpoaes  of  such  uses:  Review  by  USRA  Docu¬ 
ment  Center  personnel  for  document  location  and  control 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  S  x  8  cards  in  steel  filing  cabinets 

Retrievabilily:  By  name  of  borrower 

Safeguards:  Files  are  accessable  by  Document  Center  personnel 
only 

Retention  and  disposal:  Records  are  retained  until  the  document 
is  returned 

System  manager<s)  and  address: 

Chief,  Document  Center 
U.S.  Railway  Association 
2100  Second  Street,  S.W. 

Washington,  D.C.  20S9S 

Notification  procedure: 

Vice  President  for  Administration 
U.S.  Railway  Association 
2100  Second  Street,  S.W. 

Washington,  D.C.  20595 

Record  access  procedures:  Interested  individuals  may  request  that 
a  determination  be  made  as  to  whether  a  system  of  records  in 
USRA  contains  a  record  pertaining  to  them  an^or  may  request  dis¬ 
closure  to  them  of  the  information  pertaining  to  them  in  such 
records  by  sending  a  signed,  written  request,  so  stating  to: 

United  States  Railway  Association 
Vice  President  for  Administration 
2100  Second  Street,  S.W. 

Washington,  D.C.  20595 

Coutesting  record  procedures:  Each  request  must  contain  the 
name  and  address  of  the  individual  and  the  name  of  the  system  of 
records,  as  published  in  the  Federal  Register  or  elsewhere,  on 
which  the  determination  is  to  be  made.  The  individual  may  be 
asked  to  provide  additional  information  to  assist  USRA  in  making 
the  determination.  However,  making  the  determination  will  not  be 
contingent  upon  the  provision  of  such  additional  information. 

Record  source  categories:  Contains  only  information  submitted  by 
the  individuals  themselves. 

USRA  75 J 

System  name:  Payroll  75.5-USRA 

System  location: 

Accounting  Office 
U.S.  Railway  Association 
2100  Second  Street,  S.W. 

Washington.  D.C.  20595 

Categories  of  individuals  covered  by  the  system:  USRA  Employees 

Categories  of  records  in  the  system:  Contains  name,  address, 
phone,  employee  number,  salary  information,  payroll  deductions, 
name  and  address  of  emergency  contact,  birth  date,  leave  hours, 
SSAN. 

Authority  for  maintenance  of  the  system:  Title  S  USC  1301,  Title 
44  USC  3101,  PL  93-236 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Payroll,  deductions, 
statistical  reports,  audit,  tax  computations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  In  computer  data  files  and  listings  thereof  and  in  hard 
copy  form  in  lockable  metal  file  cabinets. 

Retrievability:  Normally  by  name  within  USRA  Cost  Center,  but 
possibly  by  any  data  element 

Safeguards:  Records  are  accessable  only  by  persons  authorized 
by  the  Assistant  Comptroller 

Retention  and  disposal:  Hard  copy  records  will  be  retained  in¬ 
definitely.  Files  will  be  transfered  to  the  appropriate  records 
depository  at  termination  of  USRA  Organization.  Computer  records 
are  retained  for  the  life  of  the  data  processing  contract  and 
destroyed  thereafter. 


System  managerfs)  and  address: 

Assistant  Comptroller 
U.S.  Railway  Association 
2100  Second  Street,  S.W. 

Washington.  D.C.  20595 

Notification  procedure: 

Vice  President  for  Administration 
U.S.  Railway  Association 
2100  Second  Street,  S.W. 

Washington,  D.C.  20595 

Record  access  procedures:  Interested  individuals  may  request  that 
a  determination  be  made  as  to  whether  a  system  of  records  in 
USRA  contains  a  record  pertaining  to  them  and/or  may  request  dis¬ 
closure  to  them  of  the  information  pertaining  to  them  in  such 
records  by  sending  a  signed,  written  request,  so  stating,  to: 

United  States  Railway  Association 
Vice  President  for  Administration 
2100  Second  Street,  S.W. 

Washington,  D.C.  20595 

Contesting  record  procedures:  Each  request  must  conUin  the 
name  and  address  of  the  individual  and  the  name  of  the  system  of 
records,  as  pubhshed  in  the  Federal  Register  or  elsewhere,  on 
which  the  determination  is  to  be  made.  The  individual  may  be 
asked  to  provide  additional  information  to  assist  USRA  in  making 
the  determination.  However,  making  the  determination  will  not  be 
contingent  upon  the  provision  of  such  additional  information. 

Record  source  categories:  The  individuals,  personnel  files. 

USRA  75.6 

System  name:  Personnel  Records  75.6-USRA 

System  location: 

Vice  President  for  Administration 
U.S.  Railway  Association 
2100  Second  Street,  S.W. 

Washington.  D.C.  20595 

Categories  of  individuals  covered  by  the  system:  USRA  and  Con¬ 
solidated  Rail  Corporation  employees 

Categories  of  records  in  the  system:  Contains  employment  appli¬ 
cant  records,  personnel  actions,  salary  information,  fringe  benetits 
records,  resumes,  background  and  credit  reference  contacts. 
Records  include  name,  address,  SSN,  education,  professional  ac¬ 
tivities,  military  services,  employment  record,  references  and 
miscellaneous  information. 

Authority  for  maintenance  of  the  system:  Title  S  USC  1301,  Title 
44  USC  3101,  PL  93-236 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Process  personnel  ac¬ 
tions,  statistical  reports,  special  reports  to  Congress  and  General 
Accounting  office,  prepare  name  and  organizational  lists  for  phone 
book,  professional  staff  directory. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Cardex,  file  folders  in  lockable  metal  cabinets  in  secure 
room. 

Retrievability:  By  name 

Safeguards:  Files  accessable  only  to  Office  of  Personnel  staff 
who  have  a  need-to-know. 

Retention  and  disposal:  Files  are  retained  indefinitely.  Files  will 
be  transferred  to  the  appropriate  records  depository  at  termination 
of  U  SR  A  organization. 

System  managerfs)  and  address:^ 

Chief,  Personnel  Operations 
Office  of  Personnel 
U.S.  Railway  Association 

2100  Second  Street,  S.W.  * 

Washington,  D.C.  20595 

Notification  procedure: 

Vice  President  for  Administration 
U.S.  Railway  Association 
2100  Second  Street,  S.W. 

Washington.  D.C.  20595 

Record  access  procedures:  Interested  individuals  may  request  that 
a  determination  be  made  as  to  whether  a  system  of  records  in 
USRA  contains  a  record  pertaining  to  them  and/or  may  request  dis- 
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closure  to  them  of  the  information  pertaining  to  them  in  such 
records  by  sending  a  signed,  written  request,  so  stating,  toi 
United  States  Railway  Association 
Vice  President  for  Administration 
2100  Second  Street,  S.W. 

Washington.  D.C.  20595 

Contesting  record  procedures:  Each  request  must  contain  the 


name  and  address  of  the  individual  and  the  name  of  the  system  of 
records,  as  published  in  the  Federal  Register  of  elsewhere,  on 
which  the  determination  is  to  be  made.  The  individual  may  be 
asked  to  provide  additional  information  to  assist  USRA  in  making 
the  determination.  However,  making  the  determination  will  not  be 
contingent  upon  the  provision  of  such  additional  information. 

Record  source  categories:  Employee,  employee  provided  contacts. 
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I  Tin*  5— Admifiitfrotiv*  P«r»oiin*l 

CHAPTER  IV— ADVISORY 
COMMITTEE  ON  FEDERAL  PAY 

PART  1410— RULES  AND  REGULA¬ 
TIONS  TO  IMPLEMENT  THE  PRIVA¬ 
CY  ACT  OF  1974 

Sec. 

1410  1  Purpose  and  scope. 

1410  2  lH-finition.s. 

1410.3  Procedures  for  access  of  an  individ¬ 
ual  to  his  or  her  own  records  in  a  record 
system. 

1410.4  Times,  places  and  requirements  for 
the  identification  of  the  individual 
making  a  request. 

1410.5  Grant  to  an  individual  of  access  to 
his  or  her  own  records. 

1410.6  Access  to  the  accounting  of  disclo¬ 
sures  from  records. 

1410.7  Request  for  correction  or  amend¬ 
ment  to  the  record. 

1410.8  Agency  review  of  request  for  cor¬ 
rection  or  amendment  of  the  record. 

1410.9  Appeal  of  an  initial  adverse  agency 
determination  on  correction  or  amend¬ 
ment  of  the  record. 

1410.10  Disclosure  of  record  to  a  person 
other  than  the  individual  to  whom  the 
record  pertains. 

1410.11  Fees. 

Authority:  Pub.  L.  93-579;  5  U.S.C.  552a. 

f  1410.1  Purpose  and  scope. 

The  purposes  of  these  regulations 
are  to: 

(a)  Establish  a  procedure  by  which 
an  individual  can  determine  if  the  Ad¬ 
visory  Committee  on  Federal  Pay 
(hereafter  known  as  the  Committee) 
maintains  a  system  of  records  which 
includes  a  record  pertaining  to  the  in¬ 
dividual;  and 

(b)  Establish  a  procedure  by  which 
an  individual  can  gain  access  to  a 
record  pertaining  to  him  or  her  for  the 
purpose  of  review,  amendment  and/or 
correction. 

§  1410.2  Definitions. 

For  the  purpose  of  these  regula¬ 
tions— 

(a)  The  term  “individual”  means  a 
citizen  of  the  United  States  or  an  alien 
lawfully  admitted  for  permanent  resi¬ 
dence; 

(b)  The  term  “maintain”  includes 
maintain,  collect,  use  or  disseminate; 

(c)  The  term  “record”  means  any 
item,  collection  or  grouping  of  infor¬ 
mation  about  an  individual  that  is 
maintained  by  the  Committee,  includ¬ 
ing  but  not  limited  to,  his  or  her  em- 
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ployment  history,  payroll  information, 
and  financial  transactions  juid  that 
contains  his  or  her  name,  or  the  iden- 
tifsring  number,  symbol,  or  other  iden¬ 
tifying  particular  assigned  to  the  indi¬ 
vidual.  such  as  social  security  number; 

(d)  The  term  “system  of  records” 
means  a  group  of  any  records  under 
the  control  of  the  Committee  from 
which  information  is  retrieved  by  the 
name  of  the  individual  or  by  some 
identifying  number,  symbol,  or  other 
identifying  particular  assigned  to  the 
individual;  and 

<e)  The  term  “routine  use”  means, 
with  respect  to  the  disclosure  of  a 
record,  the  use  of  such  record  for  a 
purpose  which  is  compatible  with  the 
purpose  for  which  it  was  collected. 

§  1410.3  ProeedurvH  for  access  of  an  indi¬ 
vidual  to  his  or  her  own  records  in  a 
record  system. 

An  individual  shall  submit  a  request 
to  the  Administrative  Assistant  of  the 
Committee.  Suite  205,  1730  K  Street 
NW.,  Washington.  D.C.  20006,  in 
person  or  in  writing,  to  determine  if  a 
system  of  records  named  by  the  indi¬ 
vidual  contains  a  record  pertaining  to 
the  individual,  or  if  the  Committee 
maintains  any  systems  of  records 
which  pertain  to  the  individual.  The 
individual  shall  submit  a  request  to 
the  Administrative  Assistant  of  the 
Committee  which  states  the 
individual's  desire  to  review  his  or  her 
record.  Individuals  who  require  assis¬ 
tance  in  identifying  systems  of  record, 
or  in  preparing  requests  identifying 
systems  of  record  for  access,  or  who 
need  assistance  in  requesting  amend¬ 
ments.  may  address  such  requests  to 
the  Administrative  Assistant  of  the 
Committee.  Suite  205,  1730  K  Street 
NW..  Washington.  D.C.  20006. 

§  1410.4  Times,  places  and  requirements 
for  the  identirication  of  the  individual 
making  a  request. 

An  individual  making  a  request  to 
the  Administrative  Assistant  of  the 
Committee  pursuant  to  Section  1410.3 
shall  present  the  request  at  the  Com¬ 
mittee  offices.  Suite  205,  1730  K  Street 
NW.,  Washington.  D.C.  20006,  on  any 
business  day  between  the  hours  of  8:15 
a.m.  and  4:45  p.m.,  or  in  writing.  The 
individual  submitting  the  request 
should  present  himself  or  herself  at 
the  Committee’s  offices  with  a  form  of 
identification  which  will  permit  the 
committee  to  verify  that  the  individ¬ 


ual  is  the  same  individual  as  contained 
in  the  record  requested,  such  as  a  valid 
driver’s  permit,  employee  identifica¬ 
tion  card,  or  Medicare  card,  or  a 
signed  statement  from  the  individual 
asserting  his  or  her  identity  and  stipu¬ 
lating  that  he  or  she  understands  that 
knowingly  or  willfully  seeking  or  ob¬ 
taining  access  to  records  about  an¬ 
other  individual  under  false  pretenses 
is  punishable  by  a  fine  of  up  to  $5,000. 
If  the  individual  seeks  access  by  mail, 
the  Committee  will  require  similar 
identification  as  required  of  those  per¬ 
sons  requesting  access  to  records  in 
person,  or  by  identifying  data  such  as 
name,  date  of  birth,  or  system  person¬ 
al  identifier  (if  known  to  the  individ¬ 
ual).  Requests  for  access  to  systems  of 
record  will  be  acknowledged  within 
ten  days  of  receipt.  The  acknowledg¬ 
ment  ill  indicate  whether  or  not  access 
can  be  granted  and,  if  so.  that  it  will 
be  within  a  30-day  period  unless,  for 
good  cause  shown,  the  Committee  is 
unable  to  do  so. 

9  1410.5  Grant  to  an  individual  of  accens 
to  his  or  her  own  records. 

Upon  verification  of  identity  either 
in  person  or  in  written  form  to  the  Ad¬ 
ministrative  Assistant  of  the  Commit¬ 
tee,  Suite  205,  1730  K  Street  NW., 
Washington.  D.C.  20006.  and  in  accor¬ 
dance  with  the  identification  provi¬ 
sions  of  9  1410.4,  the  Committee  shall 
grant  access  to  the  individual  the  in¬ 
formation  contained  in  the  record 
which  pertains  to  that  individual.  The 
individual  may  be  accompanied  for  the 
purpose  by  a  person  of  his  or  her 
choosing.  Upon  request  of  the  individ¬ 
ual  to  whom  the  record  pertains,  all 
information  in  the  accounting  of  dis¬ 
closures  will  be  made  available.  If,  for 
any  unforeseen  circumstances,  or  in  an 
unusual  situation  when  it  may  be  nec¬ 
essary  to  deny  a  person  access,  the  in¬ 
dividual  will  be  advised  of  the  reasons 
therefor,  and  his  or  her  right  to  Judici¬ 
al  review  under  5  U.S.C.  552a(fK4). 

9  1410.6  Access  to  the  accounting  of  dis¬ 
closures  from  records. 

The  Privacy  Act  requires  that  with 
some  limited  exceptions  individuals 
may  request  access  to  a  list  of  those  to 
whom  records  about  them  have  been 
disclosed.  Individuals  seeking  access  to 
the  accounting  of  disclosures  from  re¬ 
cords  pertaining  to  them  should  follow 
the  same  procedures  as  established 
above  for  access  to  the  retjords  them¬ 
selves  (see  99  1410.3,  1410.4,  1410.5). 
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§1410.7  Request  for  correction  or  amend¬ 
ment  to  the  record. 

The  individual  should  submit  a  re¬ 
quest  to  the  Administrative  Assistant 
of  the  Committee  which  states  the 
individual’s  desire  to  correct  or  to 
amend  his  or  her  record.  This  request 
is  to  be  made  in  accord  with  the  provi¬ 
sions  of  §  1410.4. 

§  1410.8  Agency  review  of  request  for  cor¬ 
rection  or  amendment  of  the  record. 

Within  ten  working  days  of  the  re¬ 
ceipt  of  the  request  to  correct  or  to 
amend  the  record,  the  Administrative 
Assistant  of  the  committee  will  ac¬ 
knowledge  in  writing  such  receipt  and 
promptly  either— 

(a)  Make  any  correction  or  amend¬ 
ment  or  any  portion  thereof  which  the 
individual  believes  is  not  accurate,  rel¬ 
evant,  timely,  or  complete;  or 

(b)  Inform  the  individual  of  his  or 
her  refusal  to  correct  or  to  amend  the 
record  in  accordance  with  the  request, 
the  reason  for  the  refusal,  and  the 
procedures  established  by  the  Com¬ 
mittee  for  the  individual  to  request  a 
review  of  that  refusal.  Corrections  or 
amendments  will  be  sent  to  prior  re- 
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cipients  of  the  record  in  question,  to 
the  extent  that  the  Committee  has  an 
accounting  of  the  disclosure  of  the 
record  of  that  information. 

§  1410.9  Appeal  of  an  initial  adverse 
agency  determination  on  correction  or 
amendment  of  the  record. 

An  individual  who  disagrees  with  the 
refusal  of  the  Administrative  Assistant 
of  the  Committee  to  correct  or  to 
amend  his  or  her  record  may  submit  a 
request  for  a  review  of  such  refusal  to 
the  Chairman  of  the  Advisory  Com¬ 
mittee  on  Federal  Pay,  Suite  205,  1730 
K  Street  NW.,  Washington,  D.C. 
20006.  The  chairman  will,  not  later 
than  thirty  working  days  from  the 
date  on  which  the  individual  requests 
such  review,  complete  such  review  and 
make  a  final  determination  unless,  for 
good  cause  shown,  the  Chairman  ex¬ 
tends  such  thirty  day  period.  If,  after 
his  or  her  review,  the  Chairman  also 
refuses  to  correct  or  to  amend  the 
record  in  accordance  with  the  request, 
the  individual  may  file  with  the  Com¬ 
mittee  a  concise  statement  setting 
forth  the  reasons  for  his  or  her  dis¬ 
agreement  with  the  refusal  of  the 
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Committee  and'  may  seek  Judicial 
review  of  the  Chairman’s  determina¬ 
tion  under  5  U.S.C.  552a(gKlKA).  A 
copy  of  the  corrected  record  or  state¬ 
ment  of  dispute  will  be  provided  to 
prior  recipients  of  the  information  in 
question,  to  the  extent  that  the  Com¬ 
mittee  has  an  accounting  of  the  disclo¬ 
sure  of  that  information. 

§  1410.10  Diaclosure  of  record  to  a  person 
other  than  the  individual  to  whom  the 
record  pertains. 

The  Committee  will  not  disclose  a 
record  to  any  individual  other  than  to 
the  individual  to  whom  the  record  per¬ 
tains  without  receiving  the  prior  writ¬ 
ten  consent  of  the  individual  to  whom 
the  record  pertains,  except  as  required 
or  permitted  under  5  U.S.C.  552a(b). 

§1410.11  Fees. 

If  an  individual  requests  copies  of 
his  or  her  record,  he  or  she  shall  be 
charged  ten  cents  per  page  for  any 
copying  charges  in  excess  of  $25.00.  In 
cases  of  indigency,  the  Committee 
may  waive  such  fees.  In  cases  where 
copying  charges  exceed  $25.00,  ad¬ 
vance  payment  will  be  required. 
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Tlti«  5— Administrative  Peraonnel 
CHAPTER  I— CIVIL  SERVICE  COMMISSION 

PART  293— PERSONNEL  RECORDS  AND 
RLES 

Swbpsrt  A — Basic  PoUciss  on  Mslntanancs  of 
Psfsonnsl  Records  snd  Fllos 

Soc. 

393  101  Purpose. 

393  102  Responsibility. 

393  103  Publlcfrtlon  of  snnusl  notices. 

393  104  New  uses  of  Information. 

393.106  Content  of  systems  of  personnel 

records. 

293.100  Reports  concerning  changes  to  tys* 
terns  of  personnel  records. 

293.107  Use  of  Social  Security  Account 
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Subpart  A — Basic  PoHdas  on  MaintonancB 
of  Parsonnal  Rocords  and  Fllos 

§  293.101  Purpose. 

(a)  The  purpose  of  this  sul^art  Is  to 
set  forth  the  basic  policies  for  governing 
the  establishment,  maintenance,  and  uae 
of  personnel  records  and  flies  for  which 
the  Civil  Service  Commission  is  respon¬ 
sible  In  accordance  with  5  U.S.C.  5S2a. 
This  subpart  applies  to  any  department 
and  Independent  establishment  In  the 
executive  branch  of  the  Federal  Qovem- 
ment,  including  a  Oovemment  corpora¬ 
tion  or  Government  ermtroUed  corpora¬ 
tion.  except  the  Central  Intelligence 
Agency  and  the  Federal  Bureau  of 
Investigation. 

(b)  In  this  subpart: 

(1)  “Record”  means  any  Item,  collec¬ 
tion.  or  grouping  of  information  about  an 
lndlvid\.al  that  is  maintained  by  an 
agency,  Including  but  not  limited  to  edu¬ 
cation.  financial  transactions,  medical 
history,  and  criminal  or  employment  his¬ 
tory,  when  such  information  contains  a 
name,  or  an  identifying  nvimber,  symbefl, 
or  other  identifying  particular  aadgned 
to  an  individual,  such  as  a  finger  or  voice 
print  or  photograph; 

(2)  “System  of  records”  means  a 
group  of  any  records  imder  the  control 
of  any  agency  from  which  Information  is 
retrieved  by  the  name  of  an  Individual 
or  by  some  Identifying  number.  symlxA, 
or  other  identifying  particular  assigned 
to  an  individual; 

(3)  “Routine  use”  means,  with  respect 
to  the  disclosure  of  a  recoid,  the  use  of 
siich  record  for  a  purpose  which  Is  com¬ 
patible  with  the  purpose  for  which  it  was 
collected; 

(4)  “Personnel  record’'  means  any 
personal  information  maintained  in  a 


system  of  records  as  defined  in  paragraph 
(b)  (2)  of  this  section  that  is  needed  at 
all  echelons  of  management  for  peraon- 
nel  management  programs  or  processes 
such  as  staffing,  employee  development, 
retirement,  and  grievances  and  aiwsals; 
and 

(5)  “Commission”  means  Clvfl  Service 
Commission. 

S  293.102  Respoaaibility. 

(а)  Each  Oovemment  agency  is  re¬ 
sponsible  for  collecting 

records  associated  with  its  personnel 
management  program.  The  Oommisshm 
is  responsible  for  leadership  in  those 
areas  of  personnd  policy  and  (^rations 
that  must  be  uniform  Oovemment-wlde. 

.  tb)  Spedflcally,  the  Oommissloo  is  re¬ 
sponsible  for  mawajrtpig  major  Qovera- 
ment-wlde  systems  of  personnel  reomrds 
as  required  by  statute  or  Executive  Order. 
For  each  system  of  personnel  records  the 
Commlaslon: 

(1)  Prescribes  the  contents,  fonnat,  or 
methods  of  keeping  the  records;  wwA 

(2)  Requires  agencies  or  OommiMlOQ 
offices  to  maintain  wnA  retrieve  the  rec¬ 
ords  by  individual  or 
number. 

(c)  In  accordance  with  paragraphs 
(b)  (1)  and  (2)  of  this  section,  the  Oom- 
mission  is  respcmslble  for  the  following 
Qieciflc  Oovemment-wlde  systems  of 
personnel  records: 

(1)  Appeals,  Ortevances,  and  Com¬ 
plaints  Records; 

(2)  Confidential  Empk)3mient  and  Fi¬ 
nancial  Interest  Statements, 

(3)  General  Personnel  Records; 

(4)  Personnel  Investigations  Records; 
and 

(5)  Recruiting.  Examining,  and  Place¬ 
ment  Records. 

(d)  In  addition,  the  Commission  is 
responsible  for  systems  of  records  on  In¬ 
dividuals  that  It  maintains  and  uses  en¬ 
tirely  within  the  Commission.  These  sys- 
terms  of  records  are  as  follows: 

(1)  Defense  lloblllzation  Emergency 
Cadre  Records. 

(2)  Civil  Service  Retirement  Records. 

(3)  Executive  Assignment  and  Inven¬ 
tory  Records. 

(4)  Federal  Executive  Development 
Program  Records. 

(5)  Litlgatlcm  and  Political  Activity 
(Hatch  Act)  Records. 

(б)  Ifotor  V^cle  Operator  and  Acci¬ 
dent  Report  Records. 

(7)  F^.  Leave,  and  Travel  Records. 

(8)  Personnel  Research  Test  Valida¬ 
tion  Records. 

(e)  Each  agency  Is  responsible  for 
maintaining  and  controlling  systems  of 
personnel  records,  in  addition  to  those 
specified  in  paragraph  (c)  of  this  section, 
that  it  keeps,  prescribes,  or  controls,  in¬ 
cluding: 

(1)  Personnel  records  maintained  by 
agencies  that  are  supplemental  or  related 
to  the  Oovemment-wlde  systems  of  per¬ 
sonnel  records  for  which  the  Commlsston 
Is  reqxmsible,  but  are  not  specifically  re¬ 
quired  by  the  Commission. 

(2)  Personnel  records  maintained  by 


agencies  that  are  retrieved  by  individual 
name  or  identifying  number  as  an  agency 
convenience  when  the  Cotnmlasion  does 
not  require  agencies  to  keep  the  records 
in  that  manner. 

8  29S.10S  PeMicatioa  of  aaauel  aodeea 

(a)  A  notice  of  the  existence  of  per¬ 
sonnel  records  meeting  the  definition  of 
a  system  of  records  as  defined  in  this  part 
shaD  be  published  annually  in  the  fonnat 
mescribed  by  the  General  Services  Ad¬ 
ministration  in  the  Fbdbbai.  Rboibtbx, 
and  shall  Include: 

(1)  The  name  and  location  of  the 
system; 

(2)  TTie  categories  of  Indivlduab  on 
whom  records  are  maintained  in  the 
system; 

(3)  The  categories  of  records  main¬ 
tained  in  toe  system; 

(4)  Ea^  routine  use  of  the  records 
contained  in  toe  system.  Including  toe 
categories  users  and  the  purposes  of 
such  use; 

(5)  The  policies  and  pracUces  of  toe 
agency  regarding  storage,  retrievablllty. 
access  controls,  retention,  and  dtqxwal  of 
toe  records; 

(6)  The  title  and  business  address  of 
the  agency  official  who  Is  responsible  for 
toe  system  d  records; 

(7)  Tire  sgency  procedures  whertoy  an 
tndividusl  can  reqiiest  and  recetvo  no¬ 
tice  as  to  whether  toe  system  of  person¬ 
nel  records  contains  a  record  pertain¬ 
ing  to  him; 

(8)  The  agency  procedures  whereby  an 
Individual  can  learn  how  access  can  be 
gained  to  any  record  pertaining  to  that 
Individual  in  a  particular  system  of  per¬ 
sonnel  records,  and  the  procedure  for 
correcting  or  contesting  its  content;  and 

(9)  The  categories  of  sources  of  records 
in  toe  system. 

(b)  All  systems  of  personnri  records 
that  are  maintained  by  an  agency  are 
subject  to  the  requirement  to  publish 
an  annual  descriptive  notice.  The  Com¬ 
mission  is  responsible  for  publishing  no¬ 
tices  describing  the  systems  of  records 
for  which  it  is  responsible  as  outlined  in 
1293.102.  Agencies  are  responsible  for 
publishing  notices  describing  any  sys¬ 
tems  of  personnel  records  that  they 
ipaiptAin  other  than  those  outlined  In 
i  293.102(c). 

8  293.104  New  we*  of  infonaation. 

(a)  Whenever  there  Is  a.  change  In 
toe  routine  use  of  a  system  of  peraonnel 
records  published  previously  In  ac(x>rd- 
ance  with  i  293.103.  but  at  least  30  days 
(trior  to  the  publication  of*  the  next  an¬ 
nual  notice,  the  responsible  agency  or 
the  Coimnisrion  shall  publish  In  toe  Fkd- 
wAi.  Racism,  In  accordance  with  5 
nJ3.C.  553.  a  notice  of  intention  to  es¬ 
tablish  a  new  routine  use  for  the  system 
of  records.  The  notice  shall  contain  the 
following  information : 

(1)  The  name  of  the  system  of  per¬ 
sonnel  records  for  which  toe  new  rou¬ 
tine  use  is  to  be  established; 

(2)  The  authority  for  toe  system  of 
personnel  records; 
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(S)  The  purpose  for  which  the  record 
Is  to  be  maintained; 

(4)  The  proposed  new  routine  use  or 
uses; 

(5)  The  purpose  of  new  routine  use  or 
uses;  and 

(6)  The  categories  of  recipients  for 
each  use. 

Agencies  shall  publish  routine  uses  tax 
advance  for  all  systems  of  personnel  rec¬ 
ords  for  which  they  sxre  responsible.  The 
Commission  will  publish  such  notices  for 
Bsrstems  of  records  for  which  it  Is  re¬ 
sponsible.  Agency  requests  for  additional 
routine  xises  for  systems  of  personnel  i%c- 
ords  for  which  the  Commission  is  re- 
spoxxslble  must  be  sent  to: 

Dlrsetor,  Bureau  of  Manpower  Information 

Systeins.  UB.  ClvU  Service  Commission, 

1900  ■  Street  N.W.,  Wssblngton,  D.C.  30416. 

§  29S.10S  Coalcat  of  syeteme  of  person¬ 
nel  records. 

Agencies  shall  maintain  In  systems  of 
personnel  records  only  Information  about 
an  Individual  that  Is  relevant  and  neces¬ 
sary  to  accompli  the  personnel  ad¬ 
ministration  purposes  of  the  agency  re¬ 
quired  by  statute  or  Executive  Order. 
Agencies  shall  Identify  the  specific  pro¬ 
vision  in  law  which  authorizes  them  to 
inaintAin  or  propose  to  maintain  infor¬ 
mation  in  a  system  of  personnel  records. 
Authority  to  maintain  a  system  of  per¬ 
sonnel,  records  does  not  give  the  agency 
the  authority  to  maintain  any  informa¬ 
tion  merely  because  that  Information 
may  be  usefxil.  but  instead  permits  the 
maintenance  of  Information  which  is 
relevant  and  necessary.  Agencies  should 
test  each  item  in  a  system  to  ensure  that 
it  Is  both  relevant  and  necessary.  The 
Commission  shall  identify  in  Chapter  297 
of  the  Federal  Personnel  Manxi^  those 
statutes.  Executive  Orders,  or  other  au¬ 
thorities  which  authorize  agencies  to 
innintAin  personal  Information  In  sys¬ 
tems  of  personnel  records  that  are  re¬ 
quired  by  the  Commission.  All  other  items 
of  Information  recorded  in  s3rstems  Of 
personnel  records  shall  be  similarly  Iden¬ 
tified  in  an  internal  publication  by  the 
agency. 

%  293.106  Reports  concerning  changes 
to  systems  of  personnel  records. 

(a)  Agencies  shall  provide  to  Congress, 
the  Office  of  Management  and  Budget, 
and  for  the  period  of  its  existence,  the 
Privacy  Protection  Study  Commission, 
advance  notice  of  any  proposal  to  estab¬ 
lish  or  alter  any  system  of  personnel  rec¬ 
ords.  This  report  will  be  submitted  in 
accordance  with  guidelines  provided  in 
the  Office  of  Management  and  Budget/ 
Circular  No.  A-108. 

§  293.107  Use  of  the  Social  Security  Ac¬ 
count  Number  in  personnel  systems 
of  records. 

(a)  Agencies  shall  not  doxy  any  Indi¬ 
vidual  any  right,  benefit,  or  privilege  pro¬ 
vided  by  law  or  the  Commission  because 
of  an  individual’s  refxisal  to  provide  his 
or  her  Social  Security  Accoimt  Number. 

(b)  The  provisions  of  paragraph  (a)  of 
this  section  shall  not  apply  with  respect 


to  the  disclosure  of  a  Social  Security 
Account  Number  to  any  agency  main¬ 
taining  a  system  of  records  tax  existence 
and  operating  before  January  1,  1975,  if 
such  disclosure  was  required  under  stat¬ 
ute,  Executive  Order,  or  regxxlation 
adopted  prior  to  such  date  to  verify  the 
identity  of  an  Individual. 

(c)  Agencies  will  assure  that  a  written 
explanation  is  distributed  to  each  Indi¬ 
vidual  when  an  individual  is  requested  to 
disclose  his  or  her  Social  Security  Ac¬ 
count  Number  on  a  personnel  form  or 
docximent.  The  written  explanation  shall 
include: 

(1)  The  use  or  uses  that  will  be  made 
of  the  Social  Security  Account  Number; 

(2)  The  statute  or  authority  under 
which  the  Social  Security  Account  Num¬ 
ber  is  solicited;  and 

(3)  Whether  the  disclosure  of  the  So¬ 
cial  Security  Accoxmt  Number  is  man¬ 
datory  or  voluntary. 

g  293.108  Collection  of  penonal  infor- 
matioB  from  individuiil  concerned. 

Any  information  used  in  whole  or  in 
part  tax  making  a  determination  about  an 
indlviduars  rights,  benefits,  or  privileges 
under  Federal  personnel  programs 
should,  to  the  extent  practicable,  be  c(d- 
lected  directly  from  the  subject  indi¬ 
vidual.  Agencies  should  use  information 
collected  from  the  individual,  such  as 
that  provided  by  the  individual  tax  the  ap¬ 
plication  for  employment,  unless:  (a) 
The  nature  of  the  informatlcm  Is  such 
that  it  can  only  be  obtained  from  a  third 
party;  (b)  the  cost  of  collecting  the  In¬ 
formation  directly  from  the  Individual  is 
xmreasonable  when  compared  with  the 
cost  of  collecting  it  from  a  third  i>arty; 
(c)  there  is  no  risk  that  information  col¬ 
lected  from  third  parties,  if  Inaccurate, 
could  result  in  an  adverse  determination 
to  the  individual  concerned;  (d)  the  In¬ 
formation  supplied  by  an  individual  must 
be  verified  by  a  third  party;  or  (e)  pro¬ 
visions  are  made  to  verify  with  the  sub¬ 
ject  Individual  Information  collected 
from  a  third  party. 

§  293.109  Restriction  on  maintenance  of 
certain  records. 

Personixel  records  describing  how  indi¬ 
viduals  exercise  rights  guaranteed  by  the 
First  Amendment  are  prohibited  xnxless 
specifically  authorized  by  statute,  or  by 
the  individual  concerned,  or  unless  per¬ 
tinent  to  and  within  the  scope  of  an  au¬ 
thorized  law  oiforcement  activity.  The 
exercise  of  these  rights  includes,  but  is 
not  limited  to.  religious  and  political  be¬ 
liefs,  freedom  of  speech  and  the  press, 
and  freedom  of  assembly  and  to  petition. 

§  293.110  Rules  of  conduct. 

It  is  the  responsibility  of  the  head  of 
each  agency  to  assure  that  persons  in¬ 
volved  in  the  design,  development,  c^xera- 
tion,  or  mainteixance  of  any  system  of 
personnel  eroerds  are  informed  of  all 
requirements  to  protect  the  privacy  of 
the  individuals  who  are  subjects  of  the 
records.  Employees  dxould  informed 
of  all  the  implications  of  their  actions 
in  this  area,  includixxg  especially: 

(a)  That  criminal  penalties  are  pro¬ 


vided  under  5  n.8.C.  section  SS2a  for 
knowingly  and  willfxilly  disclosing  a  rec¬ 
ord  about  an  individual  without  the 
written  consent  or  the  written  request  of 
that  individual,  or  unless  dlsclosxire  is 
for  oxxe  of  the  reasons  listed  under  sec¬ 
tion  297.109  this  chapter:  and 

(b)  That  the  agetxcy  may  be  subject 
to  civil  suit  due  to  failure  to  comply  with 
the  provisions  al  ii  297.105,  297.108, 
297.111,  and  297.112  of  this  chapter. 

§293.111  Safeguarding  peraonal  faifor- 
mation  about  indiviciuala  contained 
in  manual  peraonnel  record  syatema. 

In  order  to  insure  the  security  and 
confidentiality  of  reewds  and  to  protect 
against  any  anticipated  threats  or  haz¬ 
ards  to  the  security  or  integrity  of  such 
records,  each  agency  shall: 

(a)  Establish  administrative,  techixl- 
cal,  and  phjrslcal  controls  to  protect  per¬ 
sonal  information  about  individuals  con¬ 
tained  in  manxial  personnel  records  from 
unauthorized  access  or  disclosure.  Each 
agency  shall  designate  an  official  as¬ 
signed  to  a  location  where  personnel  rec¬ 
ords  are  stored  who  shall  be  responsible 
for  providing  protection  and  account¬ 
ability  for  such  records  at  all  timra  and 
insuring  that  personnel  records  are  se¬ 
cured  in  appropriate  containers  when¬ 
ever  they  are  not  in  use  or  xmder  dtarect 
control  of  authorized  persons.  Personnel 
records  may  be  used.  held,  or  stored  only 
where  facilities  or  conditions  are  ade¬ 
quate  to  prevent  unauthorized  access. 
Whenever  personnd  records  are  not  un¬ 
der  the  personal  control  of  an  authorized 
person,  they  must  be  stored  in  lockable 
metal  filing  cabinets  or  in  a  secxired 
room.  Alternative  storage  facilities  may 
be  employed,  provided  they  fxxmish  an 
equivalent  or  greater  degree  of  physical 
security  than  the  cited  methods. 

(b)  Access  to  and  use  of  personnel  rec¬ 
ords  fthaii  be  permitted  only  to  persoixs 
whose  official  duties  require  such  access 
or,  pursuant  to  §  297.109  of  this  chapter, 
to  a  person  to  whom  the  persoimel  record 
pertains  or  to  his  or  her  designated  per¬ 
sonal  representative.  To  the  extent  feasi¬ 
ble,  access  to  areas  where  personnel  rec- 
oi^ds  are  stored  will  be  limited  to  only 
those  persons  whose  official  duties  requixre 
work  in  such  areas.  Proper  control  of  per¬ 
sonnel  records  shall  be  maintained  at  all 
times,  including  an  accoxmting  of  their 
removal  from  the  storage  area. 

(c)  Each  agency  shall  assure  that  all 
persons  whose  official  duties  require  ac¬ 
cess  to  and  use  of  personnel  records  are 
adequately  trained  to  protect  the  security 
and  privacy  of  personnel  records. 

(d)  The  disposal  and  destruction  of 
personnel  records  shall  be  in  accordance 
with  General  Records  Schedule  1  pro¬ 
mulgated  by  the  General  Services  Ad- 
miixistration  or,  alternatively,  with  any 
agency  records  control  sch^ules  ap¬ 
proved  by  the  Natioixal  Archives  and 
Records  Service  of  the  General  Services 
Administration. 

g  293.112  Safeguard)!^  data  about  indi- 
viduala  contained  in  automated  rec¬ 
ord  systems. 

(a)  Each  agency  shall  establish  ad- 
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mlnistratlve.  technical,  physical,  and 
security  safeguards  to  prevent  unau¬ 
thorized  disclosure,  modification,  or  de¬ 
struction  of  identifiable  personal  data 
in  automated  systems  of  records.  These 
safeguards  shall  apply  to  all  automated 
systems  that  contain  personal  data 
traceable  to  individuals.  Including  all  re¬ 
ports  and  outputs  from  those  systems 
which  contain  Identifiable  personal  data. 
The  safeguards  must  be  sufficient  to  (1) 
prevent  careless,  accidental,  or  uninten¬ 
tional  disclosure,  modification,  or  de¬ 
struction  of  identifiable  personal  data; 

(2)  minimize  the  risk  that  skilled  tech¬ 
nicians  or  knowledgeable  persons  could 
improperly  obtain  access  to,  modify,  or 
destroy  identifiable  personal  data;  and 

(3)  to  prevent  casual  entry  by  unskilled 
persons  who  have  no  official  reason  for 
access  to  such  data.  Each  agency  shall 
designate  an  official  assigned  to  a  loca¬ 
tion  where  automated  identifiable  per¬ 
sonal  data  are  processed,  stored,  or  man- 
tained,  who  shall  be  responsible  for  the 
protection  and  accountability  of  all  per¬ 
sonal  data  in  automated  systems,  includ¬ 
ing  input  and  output  doexunents. 
punched  cards,  and  magnetic  tapes, 
disks,  or  records. 

(b)  Identifiable  personal  data  may  be 
processed,  stored,  or  maintained  by  auto¬ 
mated  data  systems  only  where  facilities 
or  conditions  are  adequate  to  prevent  un¬ 
authorized  access  to  Identifiable  personal 
data  in  any  form.  Whenever  identifiable 
personal  data,  including  input  and  out¬ 
put  documents,  punched  cards,  and  mag¬ 
netic  tapes  or  disks  are  not  under  the 
personal  control  of  an  authorized  person, 
such  data  must  be  stored  in  adequate 
locked  containers  or  in  a  secured  room. 
These  are  minimum  requirements;  how¬ 
ever.  more  stringent  physical  security 
controls  may  be  employed. 

(c)  Access  to  and  use  of  identifiaUe 
personal  data  associated  with  automated 
data  systems  shall  be  limited  to  those 
persons  whose  official  duties  require  such 
access.  At  all  times  and  in  whatever  form 
the  data  might  awear,  effective  control 
shall  be  exercised  over  identifiaUe  per¬ 
sonal  data  associated  with  automated 
systems. 

(d)  Each  agency  shall  provide  ade¬ 
quate  training  to  all  persons  whose  offi¬ 
cial  duties  require  access  to,  iM*oces8lng. 
or  maintenance  of  IdentlfiaUe  personal 
data  in  automated  systems  In  ordn*  to 
achieve  the  security  and  privacy  of  par- 
sonal  data. 

(e)  The  disposal  of  identifiable  per¬ 
sonal  data  is  to  be  accomplished  in  such 
a  manner  as  to  make  the  data  imobtain- 
able  to  unauthorized  personnel.  Un- 
needed  personal  data  stored  on  reusaUe 
media  such  as  magnetic  tiqies  must  be 
erased  prior  to  release  of  the  media  for 
other  uses. 

§  293.113  Accounting  of  the  diacloeares 
of  personnel  records. 

(a)  Unless  made  pursuant  to  para¬ 
graphs  (a)  or  (b)  of  i  297.109  ot  this 
chapter,  all  disclosures  of  records  cov¬ 
ered  by  this  section  shall  be  accounted 
for  by  keying  a  written  record  ot  the 


following  infMmatlon:  (1)  Description 
of  the  record  disclosed;  (2)  the  date,  na¬ 
ture,  and  purpose  of  each  disclosure  of  a 
record  to  any  person  or  to  another 
agency;  and  (3)  the  name  and  address 
of  the  person  to  whom  the  disclosure  is 
made.  No  accounting  is  necessary  for  in¬ 
formation  disclosed  pursuant  to  Part  294 
of  this  chapter. 

(b)  The  accounting  of  disclosures  may 
be  recorded  in  any  system  an  agency 
determines  is  sufficient  for  this  purpose. 
However,  the  agency  must  be  aide  to 
construct  from  its  system  a  listing  of  all 
disclosures.  The  accounting  should  pro¬ 
vide  a  cross-reference  to  the  justification 
or  basis  upon  which  the  release  was 
made,  including  any  written  documenta¬ 
tion  required  when  records  are  released 
for  statistical  cht  law  enforcement  pur¬ 
poses.  Ihe  agency  must  retain  the  ac¬ 
counting  for  five  years  or  the  life  of  the 
record,  whichever  is  Icmger,  after  the  dis¬ 
closure  for  which  the  accounting  is  made. 

(c)  For  purposes  of  this  part,  the  sys¬ 
tem  of  accounting  of  disclosures  is  not  a 
system  of  records  under  the  definition  in 
I  293.101(b)  and  no  accounting  need  be 
maintained  for  disclosure  of  the  account¬ 
ing  of  disclosures. 

§  293.1 14  Annual  report. 

By  April  30th  of  each  year,  agencies 
wrlU  submit  to  the  Office  of  Management 
and  Budget,  with  a  copy  to  the  0>mmis- 
slon,  a  repmt  covering  activities  under 
the  Privacy  Act  of  1974  as  they  relate  to 
personnel  records.  Agencies  shall  follow 
the  Instructions  issued  by  the  Office  of 
Management  and  Budget  for  submitting 
the  report. 


raw  I  — PROTECTION  OF  PRIVACY 

IN  PERSONNEL  RECORDS 


Subpart  A  Wacarda  Maintainad  an  Indtwiduala 
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397.101  Puipoaa. 

307.102  PeflnltlonB. 

207.103  ReaponalbUlty. 

397.104  Uaea  of  Information. 

307.106  Standards  of  accuracy. 

297.106  Procedures  for  requesting  Informa¬ 

tion  pertaining  to  Individual  rec¬ 
ords  in  a  system  of  recOTds. 

207.107  Requirements  for  Identification  of 

Individuals  making  requests  for 
aocesa 

297.106  Aooees  to  peceonnel  records  by  Indi¬ 
viduals. 

297.109  Written  cemsent  for  dlscloeine. 

307.110  Notification  of  dlsclosxue  under 

oompulaory  legal  prooeas. 

297.111  Request  for  correction  or  amend¬ 

ment  of  noord. 

307.113  Review  ot  request  for  correction  or 

amendment  of  record. 

297.118  Review  of  Initial  adverse  determina¬ 
tion  on  correction  or  amendment. 

207.114  Disclosure  of  reccHHl  to  person  other 

than  the  Individual  to  whom  It 
pertains. 

297.118  Pees. 

297.116  Publication  of  rules  and  procedures. 

297.117  l^ieclfic  ezonpttons. 

Authobitt:  (S  UB.C.  552a);  sec.  4,  X.O. 
10561;  8  CFR  1964-1058  Comp.,  p.  305. 

Subpart  A — Records  Maintained  on 
Individuals 


§  297.101  Purpose. 


The  purpose  of  this  pert  is  to  set  forth 
the  basic  policies  of  the  Commission  on 
protection  of  individual  privacy  in  regard 
*o  personnel  records  and  files  maintained 
within  the  Federal  Oovemment.  This 
part  applies  to  any  department  and  In¬ 
dependent  establshment  in  the  executive 
branch  of  the  Federal  Oovemment,  in¬ 
cluding  a  Oovemment  corporation  or 
Oovemment  controlled  corpimtion,  ex¬ 
cept  the  Oentral  Intelligence  Agency  and 
the  Federal  Bureau  of  Investigation. 

§  297.102  Definitions. 

(a)  All  terms  used  in  this  subpact 
which  are  defined  in  5  UJ3.C.  552a  shall 
have  the  same  meaning  herein. 

(b)  Asusedinthissubpait: 

(1)  The  term  "Act”  means  the  "Pri¬ 
vacy  Act  of  1974,"  Pub.  L.  93-579. 

(2)  The  term  "Commission"  means 
the  Civil  Service  OommlBslMi. 

(3)  The  term  "Inquiry"  means  either 
a  request  for  general  information  regard¬ 
ing  the  Act  and  this  subpait  or  a  request 
by  an  Individual  that  the  Commission 
or  an  agency  determine  whether  It  has 
any  recmxi  in  a  sjrstem  of  personn^  rec¬ 
ords  which  pertains  to  that  individual. 

(4)  The  term  "request  for  access" 
means  a  request  by  an  individual  or  other 
authorised  person  to  see  a  record  which 
is  in  a  particular  syston  of  records  which 
pertains  to  that  individual. 

(5)  The  term  "request  for  correction 
or  amendment”  means  the  request  by  an 
individual  that  the  CommlsBion  or  an 
agency  change  (either  by  correction, 
amendment,  addition,  or  deletlcm)  a  par¬ 
ticular  record  In  a  system  ot  reoordo 
which  peitalns  to  that  Individual. 

(8)  The  term  "review"  means  the  re¬ 
quest  by  an  individual  that  an  Initial 
denial  of  a  request  be  reviewed  and  re¬ 
versed. 

§  297.103  ResponsibUky. 

(a)  Each  agency  is  responsible  for 
protection  of  individual  privacy  In  its 
personnel  management  prooeeses  and  in 
the  systems  of  personnel  records  for 
which  it  is  responrible  under  I  293.102  of 
this  chapter. 

(b)  The  Commission  is  responsible  for 
protection  of  individual  ixivacy  In  its  In¬ 
ternal  personnel  management  processes 
and  In  the  83rsteme  of  pemnnti  records 
for  which  it  is  re^nsible  xmder  i  293.102 
of  this  chapter. 

(c)  With  respect  to  the  Oovemment- 
wlde  systems  of  personnel  records  for 
which  the  Commission  is  responsible  as 
defined  in  paragraph  (c) ,  i  293.102  (ff 
this  chapter,  the  Commission  will  per¬ 
form  directly  some  of  the  functions  re¬ 
quired  by  5  U.S.C.  552a  and  will  rely  on 
agencies  to  perform  other  functions  un¬ 
der  Commission  policy  guidelines  and 
subject  to  Commission  review  and  eval¬ 
uation.  The  division  of  tasks  between  the 
Commission  and  agencies  with  respect  to 
these  Oovemment-wlde  personnel  rec¬ 
ords  systems  is  set  fmth  in  Oiaptars  293 
and  297  of  the  Federal  Personnel  Manual. 

§  297.104  Uses  of  information. 

Agencies  shall  ensure  that  individuals 
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from  whom  Information  Is  collected 
about  themselves  are  informed  of  the 
reasons  for  requesting  the  Information, 
how  it  may  be  used,  and  what  the  conse¬ 
quences  are,  if  any,  of  not  providing  the 
Information.  As  a  minimum,  the  Individ¬ 
ual  should  be  given  the  following  infor¬ 
mation  In  language  which  is  explicit  and 
easily  understood  and  not  so  lengthy  as 
to  deter  an  individual  from  reading  it: 

(a)  Cite  the  specific  provisions  of  the 
statute  or  Executive  Order,  Including  a 
brief  title  or  subject,  which  authorizes 
the  agency  to  collect  the  personal  infor¬ 
mation  it  is  requesting.  Inform  the  in¬ 
dividual  whether  or  not  a  response  is 
mandatory  or  voluntary  and  the  possible 
consequences  of  failing  to  respond. 

(b)  Cite  the  general  purposes  for 
which  the  information  wiU  be  used  by 
the  agency  which  maintains  it. 

(c)  Cite  the  special  routine  uses  for 
which  the  information  will  be  employed. 
Tliis  may  be  a  summary  of  the  informa¬ 
tion  published  in  the  public  notice  under 
I  293.103  of  this  chapter. 

(d)  Cite  the  effects  on  the  individual. 
If  any,  of  not  providing  any  or  all  of  the 
information  requested. 

S  297.10S  Standarda  of  accuracy. 

(a)  To  minimize  the  risk  that  an 
agency  will  make  an  unwarranted  ad¬ 
verse  personnel  determination  about  an 
individual  or  disseminate  inaccurate  in¬ 
formation  about  an  mdivldual,  all  per¬ 
sonnel  records  which  are  used  in  making 
any  such  determination  shall  be  main¬ 
tained  with  such  accuracy,  relevance, 
timeliness,  and  completeness  as  is  rea¬ 
sonably  netessary  to  assure  fairness  to 
the  Individual  in  the  determination. 

(b)  The  following  criteria  will  be  used 
by  the  Commission  and  agencies  in  es¬ 
tablishing  standards  of  accuracy  ot  in¬ 
formation  maintained  on  individuals: 

(1)  The  factual  accuracy  of  the  in¬ 
formation; 

(2)  The  sufficiency  of  the  Informatioa 
to  make  a  fair  and  equitable  determina¬ 
tion  about  an  individual; 

(3)  Hie  relevance  and  necessity  of  the 
InformatioD  in  terms  of  the  purpose  for 
^^ilch  it  was  collected; 

(4)  The  timrilness  and  currency  of 
the  Information  in  light  of  the  purpose 

'  for  which  it  was  collected; 

<5)  The  completeness  of  the  informa¬ 
tion  in  terms  of  the  purpose  for  irtilch 
it  was  c<dlected:  uiwf 

(6)  The  degree  ot  possibUity  that  the 
vldual  or  being  disclosed  under  routine 
usee  outside  the  agency.  Agracies  must 
announce  this  opportunity  by  a  notice  to 
all  ohployees  at  least  annually. 

§  297.106  Proeednres  for  reqaesting  in- 
fonnatioB  perlaiaiiig  to  itediridaal 
records  in  a  system  of  records. 

(a)  Any  individual  may  submit  an  in¬ 
quiry  to  the  Commlssicm  or  to  an  agency. 
The  inquiry  should  be  made  either  in 
person  or  by  mail  addressed  to  the  offi¬ 
cial  identified  in  the  notification  proce¬ 
dures  para^mh  of  t'le  systems  of  rec¬ 
ords  notice  published  Ji  the  ftosasL  Rae- 
ism.  An  individual  who  believes  the 
\ 


Commission  or  an  agency  maintains  a 
Information  could  unfairly  result  in  a 
record  pertaining  to  him  or  her.  but  does 
not  know  sdiich  system  of  records  might 
contain  such  a  record,  can  obtain  assist¬ 
ance  from  a  Commission  office  in  the  area 
where  he  or  she  resides  or  from  an  agency 
personnel  office.  A  Lst  of  area  offices  is 
Inchuled  in  an  appendix  to  ihe  notice  of 
systems  of  records  published  in  the  Ped- 

XKAL  RXCISTBB. 

(b)  The  processing  of  Inquiries  sub¬ 
mitted  by  mail  will  be  facilitated  if  the 
words  “PRIVACY  ACT  INQUIRY”  ap¬ 
pear  in  cai^tal  lettars  on  the  face  of  the 
envelope,  and  on  the  letter  of  Inquiry. 

(c)  The  Commission  has  an  official 
form  for  making  inquiries  and  requests. 
Copies  may  be  obtained  by  contacting 
any  of  the  Commission’s  offices  listed 
in  the  appendix  to  the  notice  of  systems 
of  records  or  from  agency  personnel 
offices. 

(d)  (1)  The  Commission  or  the  agency 
will  accept  an  inquiry  whether  presented 
in  person  or  by  mail.  If  the  inquiry  is 
for  general  Information  regarding  the 
Act  and  this  part,  the  requestor  is  not 
raiulred  to  sulnnlt  any  specific  infor¬ 
mation  in  support  of  the  request.  If  the 
inquiry  is  a  request  that  the  Commission 
or  an  agency  determine  whether  it  has. 
in  a  given  system  of  records,  a  record 
which  pertains  to  the  Individual,  the  fol¬ 
lowing  information  should  be  submitted. 

(i)  Name  and  address  of  the  individual 
making  the  request; 

(11)  Name  and  address  of  the  individ¬ 
ual  to  whom  the  record  pertains,  if  the 
determination  adverse  to  an  individual. 

(c)  Agencies  must  provide,  at  the  in¬ 
dividual’s  request,  an  opportunity  for  an 
Individual  to  review  automated  and 
manual  penonnd  records  that  are  main¬ 
tained  concerning  the  Indlvidtial  and 
that  have  the  potratlal  of  being  used  in 
making  a  determination  about  the  Indi- 
requesting  individual  is  either  the  par¬ 
ent  of  a  minor  or  the  legal  guardian  if 
the  individual  has  been  declared  to  be 
lncoini)etent  due  to  physical  or  mental 
Incimaclty  or  age  by  a  court  of  compe¬ 
tent  Jurisdiction  or  an  authorized  rep¬ 
resentative  of  an  individual  as  indicate 
in  f  297.108(f)  of  this  part; 

(ill)  A  certified  or  authenticated  copy 
of  documents  establishing  parentage  or 
guardianship  or  a  notarized  statement 
authorizing  a  person  to  request  access 
to  such  records; 

(iv)  Name  of  the  system  of  records,  as 
published  in  the  PSoeral  Rzgistsr; 

(V)  Such  additional  information  as  the 
individual  knows  will  or  believes  might 
assist  the  Commission  >or  the  agency  in 
responding  to  the  inquiry  and  in  verify¬ 
ing  the  individual’s  identity  (for  ex¬ 
amine,  date  of  birth,  place  of  birth,  place 
of  work,  names  of  parents  where  appli¬ 
cable.  dates  of  employment.  Social  Se- 
cmity  Number,  position  title,  etc.) ; 

(Vi)  Date  of  inquiry;  and 

(vU)  individual’s  signature. 

The  Commission  or  agency  reserves^the 
right  to  require  compliance  with  the 
idmtificatton  procedures  appearing  in 
I  297.107  of  this  subpart  where  circum¬ 


stances  warrant. 

(2)  In  compliance  with  5  U.S.C.  5S2a 

(e)  (3) .  each  individual  supplying  the  in¬ 
formation  in  accordance  with  paragraph 

(d)  (1)  of  this  section  hereby  is  informed 
that: 

(i)  5  UB.C.  S52a  authorizes  sollclta- 
Utm  of  the  information;  disclosure  is 
voluntary,  and  no  penalty  is  attached  for 
failure  to  provide  the  information; 

(il)  ’The  principal  purpose  for  which 
the  information  is  intended  to  be  used 
is  processing  the  Inquiry  under  the  Act; 

(ill)  The  routii^e  uses  which  may  be 
made  oi  the  information  are  routine  uses 
^M)earing  in  the  notice  of  s3r8tems  of  rec¬ 
ords  published  in  the  Federal  Register; 
and 

(Iv)  The  effects  of  not  providing  all  or 
any  part  of  the  information  may  be  to 
render  impossible  or  to  delay  the  Com¬ 
mission’s  or  the  agoicy’s  processing  of 
and  aetkm  on  the  request  under  the  Act. 

(3)  If.  having  been  made  aware  of  the 
contents  of  paragraph  (d)  (2)  of  this  sec¬ 
tion.  an  individual  submits  the  informa¬ 
tion  listed  in  paragraph  (d)(1)  of  this 
section,  he  (x  she  will  be  deemed  to  have 
made  the  8ut»nission  on  a  purely  volun¬ 
tary  and  consensual  basis. 

(e)  Any  inquiry  which  is  not  addressed 
as  specified  in  paragraph  (a)  of  this  sec¬ 
tion  or  which  is  not  marked  as  specified 
in  paragraphs  (b)  and  (d)  of  this  section 

\wlll  be  so  addressed  and  marked  by  the 
Commission  or  agency  personnel  and  for¬ 
warded  immediately  to  the  respmisible 
Etystem  Manager  indicated  in  the  notice 
of  systems  of  records.  An  inquiry  which 
is  not  prcHperiy  addressed  by  the  individ¬ 
ual  win  not  be  deemed  to  have  been  “re¬ 
ceived”  for  purposes  of  measuring  time 
periods  for  response  until  the  inquiry  has 
beoi  forwarded  to  the  System  Manager. 
In  each  instance  whoi  an  inquiry  so  for¬ 
warded  is  rectived,  the  appropriate  Sys¬ 
tem  Manager  shall  notify  the  individual 
that  his  or  her  inquiry  was  inmroperly 
addressed  and  the  date  when  the  inquiry 
was  recrived  at  the  proper  address. 

(f)  Hie  responsiUe  System  Manager 
will  act  imimptly  upon  each  inquiry  re¬ 
ceived.  'Ihe  Commission  or  the  agency 
will  make  every  effort  to  respemd  within 
10  dasrs  (exeluding  Saturdays.  Sundays, 
and  holidays)  of  the  date  of  receipt  If 
a  response  cannot  be  made  within  10 
days,  the  S]rstem  Manager  shall  send  an 
acknowledgement  during  that  period 
providing  information  <m  the  status  of 
the  inquiry  and  asking  tor  such  further 
information  as  may  be  necessary  to  proc¬ 
ess  the  inquiry. 

(g)  An  individual  shall  not  be  required 
to  state  a  reason  for  or  otherwise  justify 
a  proper  inquiry  under  this  part 

§  297.107  Reqairementt  for  idenlifica- 


(a)  Hie  requirements  for  identification 
of  individuals  seeking  access  to  records 
are  as  follows: 

(1)  In  person.  Each  individual  making 
a  request  in  person  shall  be  required  to 
present  sattsfactory  proof  of  identit;,. 
The  means  of  proof,  in  order  of  prefer- 
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ence  or  priority,  are: 

(1)  A  dociiment  bearing  the  individ¬ 
ual’s  i^otograirfi  (for  example,  driver’s 
license,  passport,  or  military  or  civilian 
identification  card) ; 

(li)  A  document  bearing  the  individ¬ 
ual’s  signature,  (for  example,  medicare 
card,  imemployment  insurance  book,  em¬ 
ployer  identification  card.  naUonal  credit 
card  and  professional,  craft,  or  unicm 
membership  card) ;  and 

(ill)  A  document  bearing  ntither  the 
photograph  nor  the  signature  of  the  in¬ 
dividual.  Use  of  such  a  document  may 
require  the  individual  to  provide  further 
proof  of  identity.  In  the  event  the  in¬ 
dividual  can  provide  no  suitable  docu¬ 
mentation  of  identity,  the  Commission  or 
the  agency  will  require  a  signed  state¬ 
ment  asserting  the  individual’s  identity 
and  stipulating  that  the  individual  un¬ 
derstands  the  penalty  provision  of  5 
U.S.C.  552a(i)  (3).  In  order  to  avoid  any 
una'arranted  disclosure  of  an  individual’s 
records,  the  Commission  or  an  agency  re¬ 
serves  the  right  to  determine  the  ade¬ 
quacy  of  proof  of  Identity  offered  by  any 
individual. 

(2)  Not  in  person.  If  the  individual 
making  a  request  does  not  appear  in  po*- 
son  before  a  Commission  or  an  agency 
official  or  employee  authorized  to  deter¬ 
mine  identity,  the  Ccmunisslon  or  the 
agency  may  accept  any  available  docu¬ 
ment  or  evidence  that  makes  it  clear  that 
the  requestor  and  the  subject  of  the  rec¬ 
ord  are  one  and  the  same.  The  Commis¬ 
sion  or  the  agency  reserves  the  right  to 
require  that  a  certificate  of  a  notary  pub¬ 
lic  or  equivalent  official  empowered  to 
administer  oaths  must  accompany  the 
request.  The  Commission  or  the  agency 
may  also  require  a  signed  statement  as¬ 
serting  the  individual’s  Identity  and  stip¬ 
ulating  that  the  individual  understands 
the  penalty  provision  of  5  U.S.C.  552a 

(i)(3). 

(3)  Parents  of  minors  and  legal  guard¬ 
ians'.  An  individual  acting  as  the  i>arent 
of  a  minor  or  the  legal  guardian  of  the 
individual  to  whom  the  record  pertains 
shall  establish  his  or  her  personal  iden¬ 
tity  in  the  same  manner  prescribed  in 
either  paragraph  (a)  (1)  or  (2)  of  this 
section.  In  addlticm,  such  other  individ¬ 
ual  shall  establish  his  or  hef  identity  in 
the  representative  capacity  of  parent, 
guardian,  or  authorized  representative. 
In  the  case  of  a  parent  of  a  minor,  for 
proof  of  identity,  the  Commission  or  the 
agency  may  require  a  certified  or  au¬ 
thenticated  copy  of  the  minor’s  birth  cer¬ 
tificate.  For  proof  of  identity  in  the  case 
of  a  legal  guardian  of  an  individual  who 
has  been  declared  incompetent  due  to 
physical  or  mental  incapacity  or  age  by  a 
court  of  competent  jurisdicticm.  the  Ccun- 
misslon  or  the  agency  may  require  a  cer¬ 
tified  or  authenticated  copy  of  the  court’s 
order.  A  parent  or  legal  guardian  may  be 
accompanied  during  personal  access  to  a 
record  by  another  individual,  provided 
the  provisions  of  §  297.108  are  satisfied. 

(b)  When  the  provisions  of  this  part 
are  alleged  to  have  the  effect  of  impeding 
an  individual  in  exercising  his  or  her 
right  to  access,  the  Commission  or  agency 


will  consider,  from  an  individual  making 
a  request,  alternative  suggestions  regard¬ 
ing  proof  of  identity  and  access  to 
records. 

§  297.108  Access  to  personnel  records 
by  individuals. 

(a)  The  following  procedures  apply  for 
access  to  personnel  records  by  individ¬ 
uals: 

(1)  Current  Federal  employees  should 
contact  the  System  Manager  indicated  in 
the  notice  of  systems  of  records  in  per¬ 
son  or  by  mail. 

(2)  Former  Federal  employees  should 
contact  in  person  or  by  mall  one  of  the 
Commission’s  offices,  nearest  to  where  he 
or  she  resides,  indicated  in  the  appendix 
to  the  notice  of  systems  of  record.  ’Ihat 
office  will  request  the  personnel  records 
from  the  National  Personnel  Records 
Center  and  comply  with  paragraphs  (b) 
through  (h)  of  this  section. 

(3)  Other  individuals  should  contact 
the  System  Manager  Indicated  in  the 
notice  of  systems  of  records. 

(b)  Grant  of  access — (1)  Notification. 
An  individual  shall  be  granted  access 
to  a  record  pertaining  to  him  or  her  up(m 
request,  except  where  provisions  of  para¬ 
graph  (g)(1)  of  this  section  apply.  The 
System  Manager  or  his  designee  shall 
notify  the  individual  of  such  determina¬ 
tion  and  provide  the  following  inf(Mina- 
tion: 

(1)  The  method  of  access,  as  set  forth 
in  paragraph  (b)  (2)  of  this  section; 

(ii)  The  place  at  which  the  record  may 
be  inspecteid: 

(ill)  ’The  earliest  date  on  which  the 
record  may  be  inspected  and  the  period 
of  time  the  records  will  remain  avail¬ 
able  for  inspection.  In  no  event  shall  the 
earliest  date  be  later  than  30  days  from 
the  date  of  notification; 

(iv)  ’The  estimated  date  by  which  a 
copy  of  the  record  could  be  mailed  and 
the  estimate  of  fees  when  appropriate 
and  pursuant  to  S  297.115.  In  no  event 
shall  the  estimate  date  by  later  than 
30  days  from  the  date  of  notification; 

(v)  The  fact  that  the  individual,  if 
he  or  she  wishes,  may  be  accompaiiied 
by  another  individual  during  personal 
access,  subject  to  procedures  set  forth  in 
paragraph  (b)  of  this  section;  and 

(Vi)  Any  additional  requirements 
needed  to  grant  access  to  a  specific 
record. 

(2)  Methods  of  access.  The  following 
methods  of  access  to  records  by  an  in¬ 
dividual  may  be  available  depending  on 
the  circumstances  of  a  given  situation: 

(i)  Inspection  in  person  may  be  made 
in  the  office  specified  by  the  System 
Manager  granting  access,  during  the 
hours  specified. 

(ii)  Transfer  of  records  to  a  Commis¬ 
sion  office  or  other  Federal  facility  more 
convenient  to  the  individual  may  be  ar¬ 
ranged,  but  only  if  the  System  Manager 
determines  that  a  suitable  facility  is 
available,  that  the  individual’s  access 
can  be  properly  supervised  at  the  facility, 
and  that  transmittal  of  the  records  to 
that  facility  will  not  unduly  interfere 
with  operations  of  the  Commission  or  in¬ 


volve  unreasonable  costs,  in  terms  of 
both  money  and  manpower;  and 

(iii)  Copies  may  be  mailed  at  the  re¬ 
quest  of  the  individual,  subject  to  pay¬ 
ment  of  fees,  when  appropriate,  and  pur¬ 
suant  to  S  297.115. 

(c)  Special  procedures  shall  apply  to 
disclosure  of  the  following  records; 

(1)  Medical  information  ateut  an  ap¬ 
plicant  or  employee  may  be  ffisclosed  by 
the  Commission  or  other  Government 
agency  to  the  applicant  or  employee,  or 
a  representative  designated  in  writing, 
except  that  medical  information  con¬ 
cerning  a  mental  or  other  condition  of 
such  a  nature  that  a  prudent  physician 
would  hesitate  to  Inform  a  person  suffer¬ 
ing  from  it  of  its  exact  nature  and  prob¬ 
able  outcome  may  be  disclosed  only  to 
a  licensed  physician  designated  in  writ¬ 
ing  for  that  purpose  by  the  individual  to 
whom  the  information  pertains  or  his 
or  her  designated  representative. 

(2)  Investigative  records  and  reports 
shall  be  disclosed  to  the  individual  to 
whom  they  pertain  upon  his  or  her  re¬ 
quest  to  the  extent  permitted  by  the 
Privacy  Act  of  1974,  except  that  dis¬ 
closure  will  not  be  made  of  such  materia] 
that  would  reveal  the  identity  of  a  source 
who  furnished  information  to  the  Gov¬ 
ernment  under  an  express  promise  that 
the  identity  of  the  source  would  be  hdd 
in  confidence,  or,  prior  to  September  27. 
1975,  under  an  Implied  promise  that  the 
identity  of  the  source  would  be  held  in 
confidence.  Medical  information  con¬ 
tained  in  investigative  records  and  re¬ 
ports  will  be  disclosed  to  the  individual 
to  whom  it  pertains  unless,  in  the  Judg¬ 
ment  of  the  agency,  access  to  such  infor¬ 
mation  could  have  an  adverse  effect  upon 
such  individual.  In  such  a  case,  the  in¬ 
formation  will  be  made  avalli^e  to  a 
licensed  physician  named  by  the  re¬ 
questing  individual. 

(3)  Medical  information  in  retirement 
and  Insurance  rec(»ds  may  be  released  to 
the  individual  to  whom  it  pertains,  or  to 
such  representative  as  he  designates  in 
writing,  except  that  medical  information 
which  indicates  the  existoioe  of  a  ma¬ 
lignancy,  a  mental  condition,  or  other 
condition  about  which  a  prudent  physi¬ 
cian  would  hesitate  to  inform  an  indi¬ 
vidual  suffering  from  siich  a  condition 
about  its  exact  nature  and  prt^ble  out¬ 
come.  shall  not  be  released  to  the  indlt 
vidual  to  whom  the  records  pertain  or  to 
any  individual  designated  by  him.  other 
than  a  physician  designated  by  the  indi¬ 
vidual  or  his  guardian  in  writing  to  re¬ 
ceive  a  full  report  of  the  medical  evi¬ 
dence  in  his  or  her  file,  including  copies 
of  background  reports  of  reimrted  be¬ 
havioral  irregularities  or  mahifestations 
of  unsatisfactory  service  which  are  ordi¬ 
narily  obtained  in  connectiem  with  an 
application  for  disability  retirement, 
and  furnished  as  background  factual  evi¬ 
dence  to  Government  medical  institu¬ 
tions,  psychiatrists,  or  other  physicians 
who  conduct  the  official  retirement 
medical  examination. 

(4)  Examinatiem  and  related  material 
shall  be  disclosed  only  under  circum¬ 
stances  that  maintain  the  integrt^  of 
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the  competitive  testing  program.  The 
test  papers  of  a  competitor  may  be  dis¬ 
closed  to  the  competitor  only  during  the 
examination  except  that  answer  sheets 
may  be  reviewed  by  a  c<Mnpetitor  in  the 
ofllce  where  the  examination  was  given 
in  the  presence  of  a  Commission  em¬ 
ployee  upon  request.  A  copy  of  the  answer 
sheet  will  not  be  made  available  to  a 
competitor. 

(5)  The  Commission  will  disclose  to 
the  parties  concerned  the  information 
contained  in  an  appeal  file  established 
under  Pvt  772  of  this  chapter,  subject 
to  the  provisions  for  access  to  medical 
and  investigative  information  in  para¬ 
graphs  (c)  (1)  and  (2)  of  this  section. 
For  the  purpose  of  this  subsection,  “the 
parties  concerned"  means  the  applicant 
for  Oovemment  employment,  Oovem- 
meht  employee,  or  former  Government 
employee  involved  in  the  proceeding,  his 
representative  designated  in  writing,  and 
the  representatives  of  the  agency  and  the 
Commission. 

(8)  The  agmcy  having  custody  of  a 
discrimination  complaint  file  established 
under  Part  713  of  this  chapter,  or  a 
grievance  file  established  under  Pvt  771 
of  this  chapter  will  disclose  to  the  parties 
concerned  the  information  contained  in 
the  file,  subject  to  the  provisions  for  ac¬ 
cess  to  medical  and  investigative  infor¬ 
mation  in  psuagraphs  (c)  (1)  and  (2) 
of  this  section.  For  purposes  of  this  sub¬ 
section.  "the  parties  concerned"  has  the 
same  meaning  indicated  in  paragraph 

(c)  (5)  of  this  section. 

(d)  The  Cmnmission  or  the  agency 
shaU  supply  such  other  information  and 
assistance  at  the  time  ot  access  as  to 
make  the  record  intelligible  to  the  indl- 
vMuaL 

(e)  The  Commission  or  the  agency  re¬ 
serves  the  right  to  limit  access  to  copies- 
and  abstracts  of  <Mlginal  records,  rather 
than  the  original  records.  This  election 
would  be  appropriate,  for  example,  i^en 
the  record  is  in  an  automated  data  me¬ 
dium  such  as  tape  or  disk,  when  the 
record  contains  information  on  other  in- 
vlduals,  and  when  deletion  of  informa¬ 
tion  is  permissible  under  exemptions  (for 
example,  5  UjB.C.  552a(k)(2)).  In  no 
event  shall  original  records  of  the  Com¬ 
mission  be  made  available  to  the  indi¬ 
vidual  mccept  under  the  immediate  su¬ 
pervision  of  the  System  Manager  or  his 
or  her  designee.  Title  18  U.S.C..  section 
2701  (a)  makes  it  a  crime  to  conoeal,  mu¬ 
tilate,  obliterate,  or  destroy  any  record 
filed  in  a  public  office,  or  attempt  to  do 
any  of  the  foregoing. 

(f )  Any  Individual  who  requests  access 
to  a  record  pertaining  to  that  individual 
may  be  accompanied  by  another  individ¬ 
ual  of  his  or  her  choice.  "Accompanied” 
includes  discussion  of  the  record  in  the 
present  of  the  other  individual.  The  in¬ 
dividual  to  wh(xn  the  reccHtl  pertains 
shall  authorise  the  presence  of  the  other 
individual  in  writing  and  hHrii 

the  name  of  the  other  individual,  a  spe¬ 
cific  description  of  the  record  to  which 
access  is  sought,  the  date  and  the  signa¬ 
ture  of  the  individual  to  whom  th^i  rec¬ 
ord  pertains.  The  other  individual  hHaII 


sign  the  authorization  in  the  presence 
of  the  System  Maiwger  or  his  designee. 
An  Individual  shall  not  be  required  to 
state  a  reason  or  otherwise  Justify  his  or 
her  decision  to  be  accompanied  by 
another  Itullvldual  during  personal  ac¬ 
cess  to  a  record. 

(g)  Initial  denial  of  access.  (1) 
Orounda.  Access  by  an  izulividual  will  be 
denied  only  upon  a  determination  by  the 
Syston  Manager  or  his  designee  that: 

(1)  The  record  is  subject  to  an  exemp¬ 
tion  under  |  297.117; 

(il)  The  record  is  informatkm  com¬ 
piled  in  reasonable  anticipation  of  a  civil 
action  or  proceeding; 

(lii)  The  provisions  of  paragraph  (c) 
(1)  of  this  section  pertaining  to  medical 
records  are  not  acceptable  to  the  individ¬ 
ual;  or 

(iv)  TTie  individual  refuses  to  provide 
Information  necessary  to  process  the  re¬ 
quest  for  access. 

(2)  Notl/lcation.  The  System  Manager 
or  his  designee  shall  give  notice  of  denial 
of  access  to  records  to  the  individual  in 
writing  and  shall  Include  the  following 
information: 

(i)  The  System  Manager's  or  his  des¬ 
ignee’s  name  and  title  or  position; 

(11)  The  date  of  the  denial; 

(ill)  The  reas(Hi8  for  the  denial,  includ¬ 
ing  citation  to  appropriate  sections  of  the 
Act  and  this  sulvart;  and 

(Iv)  The  individual's  opportunities,  if 
any,  for  further  administrative  consider¬ 
ation.  including  the  title  and  address  of 
the  official  responsible  for  such  reviews. 

(3)  Administrative  review.  Wbax  an 
initial  denial  of  a  request  is  issued  by  the 
System  Manager  or  his  designee,  the  in¬ 
dividual’s  oiKwrtunities  tor  further  con¬ 
sideration  Shan  be  as  follows: 

(i)  As  to  denial  under  paragrM)h  (g) 
(1)  (1)  of  this  section,  the  sole  procedure 
for  chaUenglng  the  validity  of  the  rule  is 
a  petition  for  the  issuance,  amendment, 
or  repeal  of  a  rule  under  5  nJ3.C.  553(e) . 
Such  petition  shaU  be  filed  with  the  Di¬ 
rector.  Bureau  of  Manpower  Information 
Systems.  n.S.  Cfivll  Service  Commission, 
1900  E  Street,  N.W.,  Washington.  D.C. 
20415.  Within  the  Commission,  no  such 
denial  is  administratively  final  until  such 
a  petition  has  been  filed  by  the  individual 
and  disposed  of  on  the  merits  by  the 
Commission. 

(ii)  As  to  denial  made  by  an  agency 
under  paragraph  (g)  (1)  (ii) ,  (ill) ,  or  (iv) 
of  this  section,  the  individual  may  file 
for  review  with  the  Director,  Bureau  of 
Manpower  Information  Systems.  UB. 
Civil  Service  Commission,  1900  E  Street, 
N.W..  Washington.  D.C.  20415,  if  the  In- 
fmmation  is  maintained  in  a  record 
under  the  Oovemment-wide  systems  oi 
personnd  records  as  indicated  by 
1 293.102(c)  of  this  chapter.  As  to  a 
denial  made  by  an  official  of  the  Com¬ 
mission  under  paragraph  (g)(1)  (11), 
(ill) ,  or  (iv)  of  this  section,  the  individ¬ 
ual  may  file  for  review  with  the  Assist¬ 
ant  Executive  Director  for  Freedom  ot 
Information  and  Privacy,  UB.  Civil  Serv¬ 
ice  Commission,  1900  E  Street,  N.W.. 
Washington.  D.C.  20415,  if  the  Informa¬ 


tion  is  maintained  in  a  record  under  the 
Government-wide  systems  of  personnel 
recmds,  as  indicated  by  1 293.102(c)  of 
this  chapter,  or  in  a  system  of  records 
that  is  maintained  and  used  primarily 
within  the  Commission,  as  indicated  by 
1 293.102(d)  of  this  chapter.  The  proce¬ 
dures  appearing  in  1 297.113  shall  be  fol¬ 
lowed  ^  both  the  individual  and  the 
Commission  to  the  extent  practicable. 

(h)  If  a  request  is  partially  granted  or 
partially  denied,  the  Director.  Bureau  of 
Manpower  Information  Systems.  UB. 
Civil  SoTlce  Commission,  or  the  Assist¬ 
ant  Execuflve  Director  for  Freedom  of 
Information  and  Privacy,  n.S.  Civil  Serv¬ 
ice  Commission,  as  appropriate,  shaU 
f<dlow  the  aivroprlate  procedures  of  this 
section  as  to  the  records  within  the  grant 
and  the  records  within  the  denial. 

§  297.109  Written  consent  for  disclo- 
snre. 

Generally,  an  agency  may  not  disclose 
any  personnel  record  to  any  person  or  to 
another  agency  without  the  express  writ¬ 
ten  consent  of  the  individual  to  whom 
the  record  pertains.  Written  consent  is 
not  required  if  the  disclosiu%  is: 

(a)  To  officers  or  employees  of  the 
agency  that  maintains  the  record  who 
have  a  need  for  the  information  in  the 
official  performance  of  their  duties: 

(b)  Required  under  the  provisions  of 
the  Freedom  of  Liformation  Act  (5  UB.C. 
552); 

(c)  For  a  routine  use  as  published  in 
the  annual  notice  in  the  FkossAi.  Rsc- 
istbb; 

(d)  To  the  Bureau  of  the  Census  for 
purposes  of  canylng  out  activities  pur¬ 
suant  to  the  provisions  of  Title  13; 

(e)  To  a  recipient  who  has  provided 
the  agency  with  advance  adequate  as¬ 
surance  that  the  record  wiU  be  used 
solely  as  a  statistical  research  or  report¬ 
ing  record  and  the  record  is  to  be  trans¬ 
ferred  in  a  form  that  is  not  indlviduaUy 
idaitifiable.  The  advance  assurance  must 
be  in  wrlthig  and  should  include  as  a 
minimum: 

(DA  statement  of  the  purpose  for  re¬ 
questing  the  records:  and 

(2)  Certification  that  the  records  will 
be  used  only  for  statistical  purposes. 

These  written  statements  should  be 
maintained  as  agency  records  under 
S  293.113  of  this  chapter.  In  addition  to 
stripping  personally  identifying  Infmma- 
tion  from  records  released  for  statistical 
purposes  (other  than  those  related  to 
disclosures  under  paragnu^h  (e) ) ,  agen¬ 
cies  shall  ensure  that  the  identity  of  the 
individual  cannot  reasonably  be  deduced 
by  combining  various  statistical  records. 

(f)  To  the  National  Archives  of  the 
United  States  as  a  record  which  has  suf¬ 
ficient  historical  or  other  value  to  war¬ 
rant  its  continued  preservation  by  the 
United  States  Government,  or  for  the 
evaluation  by  the  Administrator  of  Gen¬ 
eral  Services  or  his  designee  to  deter¬ 
mine  whether  the  record  has  such  value; 

(g)  To  another  agency  or  unit  of  local. 
State,  or  Federal  Government  for  a  civil 
or  law  enforcement  activity  on  receipt  of 
written  request  from  the  head  of  an 
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•cency  or  unit  describing  tbs  law  oi- 
foroement  purpose  Iot  idilcta  the  record 
Is  required  and  specifying  which  record 
is  required.  A  record  msky  be  disclosed  to 
a  law  enforcement  agency  at  the  initia¬ 
tive  ol  the  agency  which  maintains  the 
record  when  crtaninal  conduct  is  sus¬ 
pected,  provided  that  such  disclosure  has 
been  estahlished  as  a  routine  use  under 
i  293.103  of  this  chapter,  and  when  the 
instance  of  misconduct  is  directly  related 
to  the  purpose  for  which  the  record  is 
maintained; 

(h)  To  a  person  showing  compiling 
circumstances  affecting  the  health  and 
safety  of  an  individual  (not  necessarily 
the  individual  to  whom  the  record  pu*- 
tains) .  Upon  such  disclosure,  a  notifica¬ 
tion  of  such  disclosure  must  be  sent  to 
the  last  known  address  of  the  individual 
to  whom  the  record  pertains; 

(i)  To  either  House  of  Congress  or  to 
committee  or  subcommittee  (jc^t  or  of 
either  House)  to  the  extent  that  the  sub¬ 
ject  matter  falls  within  their  jurisdiction; 

(J)  To  the  CmnptroUer  Ooieral.  or  any 
of  his  authorised  representatives,  in  the 
course  of  the  perf<Minance  of  the  duties 
of  the  General  Accounting  Office;  or 

(k)  Pursuant  to  the  order  of  a  court 
of  competent  jurisdictlCMi. 

§  297.110  Notification  of  disdosure  un¬ 
der  compulsory  legal  process. 

If  a  record  is  disclosed  under  a  com¬ 
pulsory  legal  process  under  S  297.109  (g) 
or  (k)  and  the  issuance  of  the  (wder  or 
subpena  is  made  public  by  the  court 
which  issued  it.  the  agency  or  the  Na¬ 
tional  Persoimd  Records  Center  win 
make  a  reasonable  effort  to  notify  the 
individual  to  whom  the  record  pertains. 
A  notice  should  be  sent  to  the  individ¬ 
ual’s  last  known  address  according  to  the 
agency’s  files. 

§  297.111  Request  for  correction  or 
amendment  of  record. 

(a)  Any  indlvidtial  may  submit  a  re¬ 
quest  for  correction  of  or  amendment  to  ^ 
a  record  that  pertaim  to  him  or  her  to 
the  Commission  or  an  agency.  The  re¬ 
quest  should  be  made  either  in  person  or 
by  mail  to  the  System  Manager  or  his 
designee  Indicated  in  the  notice  of  sys¬ 
tems  of  records. 

(b)  The  processing  of  requests  sub¬ 
mitted  by  mail  will  be  facilitated  if  the 
words  “PRIVACY  ACT  REQUEST’  ap¬ 
pear  in  capital  lettm  on  the  face  of  the 
envelope,  and  the  letter  of  inquiry. 

<c)  Any  request  which  is  not  addressed 
as  Q>ecified  in  paragraph  (a)  of  this  sec¬ 
tion  or  which  is  not  marked  as  m)eclfied 
in  paragraph  (b)  of  this  section  will  be 
so  addressed  aiul  marked  by  Cbmmlssion 
or  agency  personnel  and  forwarded  im¬ 
mediately  to  the  responsible  Astern 
Manager.  A  request  not  properly  ad¬ 
dressed  by  the  individual  will  not  be 
deemed  to  have  been  “received’’  for  pur¬ 
poses  of  measuring  time  periods  for  re- 
spemse  \mtil  the  responsible  System  Man¬ 
ager  receives  it.  In  each  instance  udien  a 
request  so  fmwarded  is  received,  the  Syn- 
tem  Manager  or  his  designee  shall  noUfy 
the  individual  that  his  or  her  request  was 
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improperly  addressed  and  the  date  who 
the  request  was  received  at  the  proper 
address. 

(d>  Since  the  request  tor  correction  or 
amendment  normally  will  follow  a  re¬ 
quest  for  access  under  8  297.108,  the  in¬ 
dividual’s  identity  will  be  estaUished  by 
his  or  her  signature  on  the  request. 

(e)  A  request  for  cmrection  or  amend¬ 
ment  should  indtide  the  fc^owlng: 

(1)  The  specific  identification  of  the 
record  soiight  to  be  corrected  or  amooded 
(for  example,  description,  title,  date, 
paragraph,  sentwice.  line,  and  words) ; 

(2)  The  specific  wording  to  be  drietMi. 
if  any; 

(3)  The  specific  wording  to  be  inserted 
or  added,  if  any,  and  the  exact  i8ace  at 
which  it  is  to  be  Inserted  or  added;  and 

(4)  A  statement  of  the  basis  for  the 
requested  correction  or  amendment,  with 
all  available  supporting  documents  and 
materisds  vdiich  substantiate  the  state¬ 
ment. 

(f)  The  provisions  of  8  297.106(d)  (2) 
and  (3)  an>ly  to  the  information  ob¬ 
tained  under  paragraph  (e)  of  this 
section. 

8  297.112  Review  of  request  for  rorree- 
tion  or  amendasent  of  record. 

(a)(1)  Not  later  than  10  days  (exclud¬ 
ing  Saturdays.  Sundays,  and  holidays) 
after  receipt  of  a  request  to  correct  or 
amend  a  record,  the  Astern  Manager  or 
his  designee  shall  send  an  acknowledge¬ 
ment  providing  an  estimate  of  time 
within  which  action  will  be  taken  cm  the 
request.  If  a  response  caimot  be  made 
within  10  dajrs  due  to  unusual  circum¬ 
stances,  the  System  Manager  shall  send 
an  acknowledgement  during  that  period 
providing  information  on  the  status  of 
the  request  aixl  asking  for  such  fu^er 
information  as  may  be  necessary  to  proc¬ 
ess  the  request.  Unusual  circumstances 
shall  include  circumstances  where  a 
search  for  and  collection  of  requested 
records  frean  stmrage,  field  facilities  or 
other  establishments  are  required,  cases 
where  a  voluminous  amount  of  data  is 
Involved,  or  instances  where  information 
on  other  individuals  must  be  separated 
or  deleted  from  the  particular  record.  No 
admowledgement  will  be  sent  if  the  re¬ 
quest  can  be  reviewed,  processed,  and 
the  individual  notified  of  the  results  of 
review  (either  compliance  (ur  denial) 
within  the  10  days.  R^uests  filed  in  writ¬ 
ing  will  be  ackrowledged  in  writing  at 
the  time  sulunltted. 

(2)  Promptly  after  acknowledging  re¬ 
ceipt  of  a  request,  or  after  receiving  such 
tnformatiaa  as  might  have  been  re- 
(juested.  or  after  arriving  at  a  decisiem  to 
10  days,  the  System  Manager  or  his  des¬ 
ignee  shall  rither: 

(i)  Make  the  requested  correction  or 
amendment  and  advise  the  individual  in 
writing  of  siich  action,  providing  either 
a  copy  of  the  corrected  or  amended  rec¬ 
ord  or  a  statement  as  to  the  means 
whereby  the  correctiem  or  amoidment 
was  effected  in  cases  where  a  copy  can¬ 
not  be  provided  (for  example,  erasure  of 
information  from  a  record  maintained 
only  in  an  riectnmlc  data  bank) ;  or 

(ii)  Inform  the  Individual  in  writing 


that  his  or  iMriequeat  is  denied  and  pro¬ 
vide  the  following  information: 

(A)  The  System  Ifaneger’s  or  his  des¬ 
ignee’s  name  and  title  or  position; 

(B>  The  date  of  the  denial; 

(O  The  reasons  for  denial,  including 
citation  of  the  appropriate  sectkms  oi 
the  Act  and  this  part;  and 

(D)  The  procedures  for  review  of  the 
denial  as  set  forth  in  8  297.113.  includ¬ 
ing  the  name  and  address  of  the  Directm*. 
Bureau  of  Manpower  Information  Sys¬ 
tems.  or  the  Assistant  Exectitive  Director 
lor  Freedom  of  Information  and  Privacy, 
as  appropriate.  The  term  “promptly”  in 
this  paragraph  means  within  SO  days 
(excluding  Saturdays.  Suncteys,  and 
holidays) .  If  the  System  Manager  or  his 
designee  cannot  make  the  determlnatimi 
in  30  days,  the  individual  will  be  advised 
in  writing  of  the  reasons  therefor  and 
of  the  estimated  date  by  vriilch  the  de¬ 
termination  will  be  made. 

(b)  Whenever  an  individual’s  record 
is  corrected  or  amended  pursuant  to  a 
request  by  that  individual,  the  System 
Manager  or  his  designee  shall  notify  all 
persons  and  agencies  to  which  the  cor¬ 
rected  or  amended  portion  of  the  record 
had  been  disclosed  prior  to  its  correctiim 
or  ameiKlment.  if  an  accounting  of  such 
disclosure  required  by  the  Act  was  made. 
The  notification  shall  require  a  recipient 
agency  maintaining  the  record  to  ac¬ 
knowledge  receipt  of  the  notification;  to 
correct  or  amend  the  record,  and  to  ap¬ 
prise  any  agency  or  person  to  which  it 
had  disclosed  the  record  ot  the  substance 
of  the  correction  or  amendment.  This 
requirement  does  not  apply  to  discloeures 
made  pursuant  to  paragraphs  (a)  or  (b) 
of  8  297.109. 

(c)  Tlie  following  criteria  are  examples 
of  those  that  will  be  considered  by  the 
S]rstem  Manager  or  his  designee  in  re¬ 
viewing  a  request  for  correction  or 
amendment: 

(1)  The  sufficiency  of  the  evidence  sub¬ 
mitted  by  the  individual ; 

(2)  ’The  factual  accuracy  of  the  infor¬ 
mation; 

(3)  The  relevance  and  necessity  of  the 
Informatkm  in  terms  of  the  purpose  for 
which  it  was  coUected; 

(4)  The  timeliness  and  currency  of  the 
informatkm  in  Ught  of  the  purpose  for 
which  it  was  collected; 

(5)  The  completeness  of  the  informa¬ 
tion  in  terms  of  the  purpose  for  which 
it  was  collected; 

(6>  The  degree  of  possibility  that  de¬ 
nial  ot  the  request  could  unfairly  result 
in  detennlnatlons  advene  to  the  indi¬ 
vidual; 

(7)  TTie  character  oi  the  record  sought 
to  be  corrected  or  amended;  and 

(8)  The  pnmrie^  and  feasibility  of 
complying  with  specific  means  of  correc¬ 
tion  or  amendment  requested  by  the  in¬ 
dividual. 

(d>  The  Commission  or  the  agency 
will  ixrt  make  an  effort  to  gather  evi¬ 
dence  for  the  individual,  but  does  re¬ 
serve  the  right  to  verify  the  evidence 
whkdr  the  individual  submits. 

(e)  Correction  or  amendment  of  a 
record  requested  by  an  individual  will  be 
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denied  upon  n  determination  by  tbe  Sys¬ 
tem  Manager  that: 

(1)  The  Information  submitted  by  the 
Individual  Is  not  accurate  or  relevant; 

(2)  The  correction  or  amendment 
would  violate  an  enacted  statute  or  regu¬ 
lation;  or 

(3)  The  Individual  refuses  to  provide 
Information  which  is  necessary  to  process 
the  request  to  correct  or  amend  the  rec¬ 
ord. 

(f)  If  a  request  is  partially  granted 
and  partially  denied,  the  System  Man¬ 
ager  shall  follow  the  appropriate  proce¬ 
dures  of  this  section  as  to  the  records 
within  the  grant  and  the  records  within 
the  denial. 

(g)  When  an  agency  detects  erroneous 
data  in  an  indivlduars  personnel  records 
or  a  third  party  source  provides  cor¬ 
rected  Information,  it  shall  correct  the 
record  and  provide  all  recipients  of  such 
record  with  the  corrected  information  to 
the  extent  that  it  is  relevant  to  the  re¬ 
cipient’s  uses  and  deemed  feasible  to  do 
so. 

§  297.113  Review  of  initial  advene  de> 
tennination  on  correction  or  amend* 
roent. 

(a)  When  a  request  for  correction  or 
amendment  has  been  denied  initially 
under  i  297.112,  the  individual  may  sub¬ 
mit  a  written  appeal  within  30  days  after 
the  date  of  the  initial  denial. 

(b)  A  request  for  review  of  a  denial 
made  by  an  agency  shall  be  addressed  to 
the  Dilator,  Bmeau  of  Manpower  In¬ 
formation  i^stems,  UB.  Civil  Service 
Cmnmlssion.  1900  E  Street,  N.W.,  Wash¬ 
ington,  D.C.  20415,  if  the  information  is 
maintained  in  a  record  under  the  Oov- 
emment-wide  systems  of  personnel 
records  as  indicated  by  i  293.102(c)  of 
this  chapter.  A  request  for  review  of  a 
denial  made  by  an  official  of  the  Commis- 
sl<m  shall  be  addressed  to  the  Assistant 
Executive  Director  for  fYeedom  of  In- 

I  f(»mation  and  Privacy,  UB.  Civil  Serv¬ 
ice  Commission.  1900  E  Street.  N.W., 
Washington,  D.C.  20415,  if  the  informa¬ 
tion  is  maintained  in  a  record  imder  the 
Government-wide  systems  of  personnel 
records  as  indicated  by  I  293.102(c)  of 
this  chapter,  or  in  a  systems  of 
records  that  is  maintained  and  used 
primarily  within  the  Commission  as  in¬ 
dicated  by  I  293.102(d)  of  this  chapter. 
The  processing  of  requests  will  be  facili¬ 
tated  if  the  words  ‘TRIVACT  APPEAL’* 
appear  in  ci4>ital  letters  oa  both  the 
envdope  and  the  top  of  the  appeal 
papers.  Tlie  request  not  addressed  and 
marked  as  provided  herein  will  be  so 
marked  by  Commission  or  agency  per- 
sonnd  when  it  Is  so  identified,  and  will 
be  fmwarded  immediately  to  the  Di¬ 
rector,  Bureau  of  Manpower  Information 
Systems,  UB.  Civil  Service  Commission, 
1900  E  Street,  N.W..  Washington,  D.C. 
20415,  or  the  Assistant  Executive  Di¬ 
rector  fm:  Freedom  of  Information  and 
Privacy,  UB.  Civil  Service  Ctxnmission. 
1900  E  Street,  N.W..  Washington,  D.C. 
20415,  as  luM^prtate.  A  request  that  is 
not  properly  addressed  by  the  individual 


will  not  be  deemed  to  have  been  "re¬ 
ceived"  for  purposes  of  measuring  the 
time  periods  in  this  section  until  the  Di¬ 
rector,  Bureau  of  Manpower  Information 
Systems  or  the  Assistant  Ekecutive  Di¬ 
rector  for  Freedom  of  Information  and 
Privacy  has  received  it.  In  each  instance 
when  a  request  so  forwarded  is  received, 
the  Director,  Bureau  of  Manpower  In¬ 
formation  Systems  or  the  Assistant  Ex¬ 
ecutive  Director  for  Freedom  of  In¬ 
formation  and  Privacy,  as  appropriate, 
shall  notify  the  individual  that  his  or 
her  request  was  improperly  addressed 
and  the  date  whoi  the  request  was  re¬ 
ceived  at  the  proper  address. 

(c)  Die  individual’s  request  papers 
shall  include  the  following:  a  copy  of  the 
original  request  for  correction  or  amend¬ 
ment;  a  copy  of  the  initial  denial;  and  a 
statement  of  the  reasons  why  the  initial 
denial  is  beUeved  to  be  in  error.  TTie 
request  shall  be  signed  by  the  individual. 
The  record  that  the  individual  requests 
be  corrected  or  amended  will  be  supi^led 
by  the  Syston  Manager  who  Issued  the 
initial  denial.  While  the  foregoing  nor¬ 
mally  will  comprise  the  entire  record  on 
request,  the  System  Manager  may  seek 
additional  Information  necessary  to  as¬ 
sure  that  the  final  determination  is  fair 
and  equitable  and,  in  such  instances,  the 
additional  information  will  be  disclosed 
to  the  individual  to  the  greatest  extent 
possible  and  an  opportunity  provided  for 
comment  thereon. 

(d)  The  DirecU^,  Bureau  of  Man¬ 
power  Information  Systems  or  the  As¬ 
sistant  Executive  Director  for  Freedom 
of  InfCHination,  and  Privacy,  as  u>pro- 
priate,  shall  act  upon  the  request  and 
issue  a  final  determination  in  writing 
not  later  than  30  days  (excluding  Satur¬ 
days.  Sundays,  and  holidays)  from 
the  date  on  which  the  appeal  is  received; 
provided  that  the  Dirrotor,  Bureau  of 
Manpower  Information  Systems  or  the 
Assistant  Executive  Director  for  Freedom 
of  Information  and  Privacy,  as  appro¬ 
priate,  may  extoid  the  30  days  upon  de¬ 
ciding  that  a  fair  and  equitable  review 
cannot  be  made  within  t^t  period,  but 
only  if  the  individual  is  advis^  in  writ¬ 
ing  of  the  reason  for  the  extension  and 
the  estimated  date  by  which  a  final  de¬ 
termination  will  be  issued  (estimated 
date  should  not  be  later  than  the  60th 
day  excluding  Saturdays.  Sundays,  and 
holidays  after  receipt  of  appeal  unless 
unusual  circiunstances,  as  described  in 
1297.112(a)(1)  sue  met). 

(e)  If  a  request  is  determined  in  favor 
of  the  Individual,  the  finsd  determination 
shall  include  the  specific  corrections 
amendments  to  be  made.  A  copy  thereof 
shall  be  transmitted  prmnptly  both  to 
the  individual  and  to  the  System  Mana¬ 
ger  who  Issued  the  initial  denial.  Upon 
receipt  of  such  final  determination,  the 
System  Btensiger  promptly  shall  take  the 
actions  set  forth  in  S  297.112(b) . 

(f)  If  the  request  is  denied,  the  final 
determination  shall  be  transmitted 
promptly  to  the  individual  and  state  the 
reasons  for  the  denial.  The  notice  of  final 
determination  sdso  shall  inform  the  indi¬ 
vidual  of  the  following  information: 


(1)  The  right  of  the  individual  to  file 
a  concise  statement  of  reasons  for  dis¬ 
agreeing  with  the  final  determination. 
Such  a  statement  shall  be  filed  with  the 
Director.  Bureau  of  Manpower  Informa¬ 
tion  Systems.  UB.  Civil  Service  Commis¬ 
sion,  1900  E  Street.  N.W.,  Washingttm. 
D.C.  20415,  or  with  the  Assistant  Execu¬ 
tive  Director  for  Freedom  of  Information 
and  Privacy,  UB.  Civil  Service  Commis¬ 
sion,  1900  E  Street.  N.W..  Washington. 
D.C.  20415,  as  appropriate.  It  should  iden¬ 
tify  the  date  of  the  final  determination 
and  be  signed  by  the  individuaL  The  Di¬ 
rector.  Bureau  of  Manpower  Information 
Systems  or  the  Assistant  Executive  Di¬ 
rector  for  Freedom  of  Information  and 
Privacy,  as  ^propiiate,  shall  acknowl¬ 
edge  receipt  of  such  statement  and  in¬ 
form  the  individual  of  the  date  it  was 
received: 

(2)  The  fact  that  any  such  disagree¬ 
ment  statement  filed  the  individual 
will  be  noted  in  the  disputed  record  and 
that  a  copy  of  the  statement  will  be  pro¬ 
vided  to  persons  and  agencies  to  which 
the  record  is  disclosed  subsequent  to  the 
date  of  receipt  of  such  statement; 

(3)  The  fact  that  the  Commissiem  will 
append  to  any  such  disagreement  state¬ 
ment  filed  by  the  individual,  a  copy  of  the 
final  determination  or  summary  thereof 
which  also  will  be  provided  to  persons 
and  agencies  to  which  the  disagreement 
statement  is  disclosed ;  and 

(4)  The  rifiht  of  the  individual  to  Ju¬ 
dicial  review  of  the  final  determination 
under  5  UB.C.  552a(g)  (1)  (A) ,  as  limited 
by  5  UB.C.  552a(g)  (5) . 

(g)  In  making  the  final  determinatiem, 
the  Director,  Bureau  of  Manpower  Infor¬ 
mation  Systems  or  the  Assistant  Execu¬ 
tive  Director  for  Freedom  of  Information 
and  Privacy,  as  appropriate,  shall  use  the 
criteria  set  forth  in  S  297.112(c)  of  this 
sulH>art  and  shall  deny  an  appeal  only 
the  grounds  set  forth  in  S  297.112(e). 

(h)  If  an  appeal  is  partially  granted 
and  partially  denied,  the  Director,  Bu¬ 
reau  of  Manpower  Information  Systems 
or  the  Assistant  Executive  Director  for 
Freedom  of  informatiem  and  Privacy,  as 
appropriate,  shall  follow  the  appropriate 
procedures  of.  this  section  as  to  the  rec¬ 
ords  within  the  grant  and  the  records 
within  the  denial. 

(I)  Although  a  copy  of  the  final  de¬ 
termination  or  a  summary  thereof  will  be 
treated  as  part  of  the  individual’s  record 
for  purposes  of  disclosure  in  instances 
where  the  individual  has  filed  a  disagree¬ 
ment  statement,  it  will  not  be  subject  to 
correction  or  amendment  by  the  indi¬ 
vidual. 

(J)  The  provisions  of  §  297.106(d)  (2) 
and  (3)  apply  to  the  information  ob¬ 
tained  under  jiaragraidis  (c)  and  (g)  (1) 
of  this  section. 

§297.114  Duclocure  of  record  to  per¬ 
son  other  than  the  indivklnai  to  arfaom 
it  pertains. 

(a)  The  C(»nmission  or  the  agency 
may  disclose  a  record  pertaining  to  an 
individual  to  a  person  other  timn  the  in¬ 
dividual  only  in  the  following  instances: 

(ly  Upon  written  request  by  the  indi- 
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Tidnal.  autlioiliatlon  under 

1 397.108(f) : 

(2)  With  the  prior  written  eooient  of 
the  individual : 

(S>  To  a  parent  or  legal  guardian 
under  5  TJS.C.  552a(h) ; 

(4)  When  required  hr  the  Act  and  not 
covered  explicitly  by  the  provisions  of  S 
UB.C.  552a(b) ; 

(5>  When  permitted  under  5  U.S.C. 
S52a(b>  (1)  through  (11);  and 

(6)  To  a  survivor  ci  a  deceased  em¬ 
ployee.  or  annuitant,  or  someone  acting 
in  his  or  her  bdialf . 

(b)  The  situations  referred  to  In  para¬ 
graph  (a)  (4)  of  this  section  include  the 
following: 

(1)  5  U.8.C.  5S2a(c)(4)  requires  dis¬ 
semination  ot  a  corrected  or  amended 
record  or  notation  of  a  disagreenicnt 
statement  by  the  Conunissian  in  certain 
circumstances; 

(2)  5  n.S.C.  552a(g)  authorlKS  dvfl 
action  by  an  indlvldrial  and  requires  dis¬ 
closure  by  the  Commission  to  the  court; 
and 

(3)  Section  5(e)  (2)  of  the  Act  author¬ 
ises  release  of  any  records  or  information 
by  the  Commission  to  the  Privacy  Pro¬ 
tection  Study  Omunission  upon  request 
of  the  Chairman  of  that  Commission. 

(c)  The  System  Ifanager  or  his  desig¬ 
nee  shall  make  an  accounting  of  each 
disclosure  by  him  of  any  record  con¬ 
tained  in  a  system  of  records  in  accord¬ 
ance  with  5  U.S.C.  552a(c>  (1)  and  (2). 
Except  for  a  disclosure  made  under  5 
U.S.C.  552a(b)(7).  the  System  Manager 
or  his  designee  shall  make  such  account¬ 
ing  available  to  the  individual,  on  re¬ 
quest  submitted  in  accordance  with 
I  2  j7.107.  The  Ssrstem  Manager  or  his 
designee  shall  make  reasonable  efforts  to 
notify  any  individual  when  any  record  In 
a  system  of  records  is  disclosed  to  any 
person  under  compulsory  legal  process, 
promptly  upon  bei^  informed  that  such 
process  has  become  a  matter  of  public 
record  as  required  by  i  297.110. 

6  297.115  Fees. 

(a)  The  general  policy  of  the  Commis¬ 
sion  is  to  provide  a  copy  or  a  pewtion  of 
a  record  free  of  charge  to  an  individual 
upcxi  request.  However,  in  cases  where 
the  reccNTds  are  voluminous  the  Commis¬ 
sion  or  an  agency  may,  at  its  discretion, 
charge  a  fee  when  the  oost  would  be  in 
excess  of  five  dollars  ($5) . 
named  in  the  record  for  the  following 
reasems: 

(1)  In  that  personnel  Investigations 
from  time  to  time  obtain  information 
relevant  to  the  matter  under  investiga¬ 
tion  which  is  prwerly  classified  by  an¬ 
other  agency  and  which  pertains  to  na¬ 
tional  defense  and  foreign  policy  ^ppU- 
eatlon  of  exemptions  (k)(l)  wll  oe  re¬ 
quired  to  iHWvent  the  individual  from 
gaining  access  to  such  information  un¬ 
do*  subsection  (d)  of  the  Act; 

(ii)  In  that  personnel  investigations 


involve  civil  law  enforcement  in  connec¬ 
tion  with  the  administration  of  the  merit 
system,  the  effectlvoiess  of  which  would 
be  impaired  should  the  individual  obtain 
access  to  the  investigative  record  of  the 
matter,  the  application  of  exemption  (k) 
(2)  may  be  required  to  prevent  the  in¬ 
dividual  from  gaining  access  under  sub¬ 
section  (d)  of  the  Act.  Also,  as  the  ac¬ 
cess  by  the  individual  to  an  accounting 
of  disclosures  of  the  record  of  such  an 
investigation  may  impair  a  law  enforce¬ 
ment  fimction,  the  application  of  the 
exemptions  to  subsection  (c)  (3)  of  the 
title  wUl  be  required; 

(iii)  In  that  a  personnel  investigation 
can  Involve  information  obtained  from 
a  source  who  furnished  such  information 
\mdCT  a  properly  granted  promise  that 
the  identity  of  the  source  would  be  held 
in  c<nifidence  the  implication  of  exemp¬ 
tion  (k)(5)  will  be  required  to  hmior 
such  a  promise  should  the  individual  re¬ 
quest  access  to  the  record  under  subsec- 
ti(m  (d) ;  and 

(iv)  In  that  personnel  investigations  in 
connection  with  the  administration  of 
the  examining  function  of  the  merit  sys¬ 
tem  may  Involve  the  collection  of  test 
material,  the  application  of  exemption 
(k)(8)  will  be  required  to  prevent  the 
exposure  ot  such  material  which  would 
compromise  the  examining  process. 

(2)  Penomna  Reaearch  Teat  VaHda- 
tUm  Recorda  and  ReeruUing,  ExamMno, 
and  Placement  Recorda.  All  material  and 
information  about  an  individual  that 
meet  the  criteria  stated  in  5  UJ3.C.  562a 
(k)  (6)  are  exempt  from  the  requirements 
of  5  njS.C.  553a  (c)(3),  (d),  (e)(1). 
(e)  (4)  (g) ,  (h) .  and  (i) ;  and  (f )  relating 
to  access  and  contest,  making  an  ac¬ 
counting  of  disclosure  to  the  individual 
named  in  the  record,  maintenance  of  in¬ 
formation  in  records,  publication  of  n)e- 
clflc  material  annually  In  the  Fsdbbsl 
Rsmsm,  and  provisions  regarding 
agency  rules  in  that  pmtions  of  this  sys¬ 
tem  relate  to  testing  or  examination  ma¬ 
terials  that  are  used  soMy  to  determine 
Indlvldttal  qualifications  for  appointment 
or  promotion  in  the  Federal  service  the 
disclosure  of  which  would  compromise 
the  objectivity  ot  fairness  of  the  testing 
or  examination  process.  The  specific  ma¬ 
terials  that  are  exempted  are  as  fcdlows: 

(1)  Answer  keys; 

(li)  Test  booklets; 

(ill)  Test  item  files; 

(iv)  Rating  sheets; 

(V)  Rating  schedules,  including  cred¬ 
iting  i^ans; 

(vl)  Transmutatkm  tables;  and 

(vli)  Ratings  given  for  the  purpose  of 
validating  examinations. 

(b)  ITre  s^edule  of  fees  tor  copies  is 
prescribed  in  I  394.107(c)  of  this  chap¬ 
ter.  The  fees  charged  must  be  in  accord¬ 
ance  with  the  provisions  ot  pangnpba 

(a) ,  (b) ,  and  (d)  of  this  secthm. 

(c)  No  fees  shall  be  charged  or  0(d- 
lectcd  for  the  following:  search  for  and 


retrieval  of  the  records;  review  of  the 
records;  making  a  copy  of  a  record  when 
it  is  a  necessary  part  of  the  process  of 
making  the  reemrd  available  for  review; 
copying  at  the  initiative  of  the  Commis- 
Blon  or  an  agency  without  a  request  from 
the  individual;  and  transportation  ot 
records. 

(d)  It  is  the  policy  of  the  Commission 
to  provide  an  individual  with  one  copy  of 
each  record  <»*  portion  thereof  ccx'rected 
or  ammded  pursuant  to  his  or  he^  re¬ 
quest  without  charge  as  evidence  of  the 
correction  or  amendment. 

f  297.116  Publication  of  rules  and  pitk 
cedures. 

(a)  The  Commission  sets  forth  in  this 
part  the  rules  and  procedures  for  dis¬ 
closure  of  personnel  reemrds  fm*  which 
it  has  respomslbiUty. 

(b)  Agencies  shall  publish  similar  rules 
and  procedtues  consistent  with  those  of 
the  Commission  tor  disclosure  of  person- 
nd  reccuds  for  which  they  have  respon¬ 
sibility. 

S  297.117  Specific  exemptions. 

(a)  Some  systems  of  records  under  the 
Act  that  are  maintained  by  the  Com¬ 
mission  contain  material  subject  to  ex¬ 
emptions  appearing  at  5  nJ3.C.  552a(k) 
(1) ,  (2) .  (5) .  and  (6)  rdatlng  to  national 
defense  and  foreign  policy  materials, 
civil  law  enforcement  in  connecUmi  with 
the  administration  of  the  merit  system, 
information  obtained  from  a  source  who 
furnished  such  information  under  a 
prc^ierly  granted  promise  that  the  iden¬ 
tity  of  the  source  would  be  held  in  c<m- 
fidence,  and  to  testing  and  examination 
materials  that  are  used  sedely  to  deter¬ 
mine  individual  qualifications  for  at>- 
polntment  or  promotion  in  the  Federal 
service.  The  systems  of  records  published 
in  the  Federal  Register  by  the  Commis¬ 
sion  which  are  within  these  exemptions 
are:  CSC— 8,  CSC/OOVT— 4.  and  CSC/ 
OOVT — 5.  The  Commission  hereby  as¬ 
sets  a  claim  to  specific  exonptkms  of 
such  sjrstems  of  records.  The  materials 
would  be  exempt  from  5  UH.C.  553a 

(c)(3).  (d).  (e)(1).  (e)(4)  (g).  (h).and 
(D  and  (f). 

(b)  The  specific  exonptions  deter¬ 
mined  to  be  necessary  and  prmier  with 
respect  to  sjrstems  of  records  maintained 
by  the  Commission  or  an  agency  for  the 
CoDunission.  Including  the  reasons  and 
parts  of  each  system  to  be  exempted,  the 
provisions  of  the  Act  from  which  they 
are  exempted,  and  the  JustificaUems  for 
the  exemptions,  are  as  fcdlows: 

(1)  Peraonnei  Inveatigations  Recorda. 
AH  Information  about  an  Individual  in 
the  records  that  meets  the  criteria  stated 
in  5  UR.C.  552a(k)  (1).  (2),  (5).  and 
(6)  are  exempt  from  the  requirements 
of  5  UJS.C.  552a  (c)(3)  and  (d)  relat¬ 
ing  to  access  and  contest  and  making  an 
accounting  of  disclosure  to  the  individual 
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named  in  the  record  for  the  following 
reasons: 

(i)  In  that  personnel  investigations 
from  time  to  Ume  obtain  information 
relevant  to  the  matter  under  investiga¬ 
tion  which  is  properly  classified  by  an¬ 
other  agency  and  which  pertains  to  na¬ 
tional  defense  and  foreign  policy,  appli¬ 
cation  of  exemptions  (k)(l)  will  be  re¬ 
quired  to  prevent  the  individual  from 
gaining  access  to  such  information  un¬ 
der  subsection  (d)  of  the  Act; 

(ii>  In  that  perscmnel  investigations 
involve  civil  law  enforcement  in  connec¬ 
tion  with  tiie  administration  of  the  merit 
system,  the  effectiveness  of  which  would 
be  Impaired  should  the  individual  obtain 
access  to  the  investigative  record  of  the 
matter,  the  application  of  exemption  (k) 
(2)  may  be  required  to  prevent  the  in¬ 
dividual  from  gaining  access  imder  sub¬ 
section  (d)  of  the  Act  Also,  as  the  ac¬ 
cess  by  the  individual  to  an  accounting 
of  disclosures  of  the  record  of  such  an 
investigation  may  impair  a  law  enforce¬ 
ment  function,  the  application  of  the 


exemptions  to  subsection  (c)  (3)  of  the 
title  will  be  required: 

(ill)  In  that  a  personnel  investigation 
can  involve  information  obtained  from 
a  source  who  furnished  such  information 
under  a  properly  granted  promise  that 
the  identity  of  the  source  would  be  held 
in  confidence  the  application  of  exemp¬ 
tion  (k)(5)  .will  be  required  to  honor 
such  a  promise  should  the  Individual  re¬ 
quest  access  to  the  record  under  subsec¬ 
tion  (d) ;  and 

(iv)  In  that  personnel  investigations  in 
coimection  with  the  administration  of 
the  examining  function  of  the  merit  sys¬ 
tem  may  involve  the  collection  of  test 
material,  the  application  of  exemption 
<k)(6)  will  be  required  to  prevent  the 
exposure  of  such  material  which  would 
compromise  the  examining  process. 

(2)  Per$<mnel  Research  Test  VoHda- 
tion  Records  and  Recruiting,  Examining, 
and  Placement  Records.  All  material  and 
information  about  an  individual  that 
meet  the  criteria  stated  in  5  U.S.C.  S52a 
(k)  (6)  are  exempt  from  the  requirements 


of  5  U.8.C.  5S3a  (c)(3),  (d),  (e)(1). 
(e)  (4)  (g) ,  (h) ,  and  (1) :  and  (f )  relating 
to  axxeaa  and  contest,  making  an  ac¬ 
counting  of  disclosure  to  the  individual 
named  in  the  record,  maintenance  of  in¬ 
formation  in  records,  publication  of  spe¬ 
cific  material  annually  In  the  PBmiuu. 
RicisTEa,  and  provisions  regarding 
agency  n^es  in  that  portions  of  this  sys¬ 
tem  relate  to  testing  or  examination  ma¬ 
terials  that  are  used  solely  to  determine 
individual  qualifications  for  appointment 
or  promotion  in  the  Federal  service  the 
disclosure  of  which  would  compromise 
the  objectivity  or  fairness  of  the  testing 
or  examination  procesa  The  specific  ma¬ 
terials  that  are  exempted  are  as  f<dlows: 

(I)  Answer  keys; 

(II)  Testbookleta; 

(Ui)  Test  item  files; 

(iv)  Rating  sheets; 

(V)  Rating  schedules,  including  cred¬ 
iting  irians; 

(Vi)  Transmutation  tables;  and 

(vli)  Ratings  given  for  the  purpose  of 
validating  examinations. 
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PART  736— INVESTIGATIONS 

Sec. 

736.101  Definitions. 

736.102  Purpose  of  InTestlgstlon. 

736.103  Personal  Investigation. 

736.104  Written  Inquiry. 

Authobitt:  Pub.  L.  03-570;  (6  UB.C.  653a). 
§  736.101  Definitions. 

In  this  part:  (a)  “Federal  employ¬ 
ment”  means  all  civilian  service  for  the 
Federal  government  including  (1)  ap¬ 
pointments  to  Federal  Advls<x7  Commit¬ 
tees  or  to  membership  agencies,  whether 
or  not  salaried;  (2)  cooperative  work  as¬ 
signments  in  which  the  individual  has 
access  to  Federal  materials  such  as  ex¬ 
amination  booklets  or  performs  service 
for  or  under  supervision  of  a  Federal 
agency  but  may  be  pcdd  by  another  or- 
ganization,  such  as  a  State  or  local  gov¬ 
ernment;  (3)  volunteer  arrangonents  in 
which  the  individual  perf(X7ns  service  for 
or  under  the  supervision  of  a  Federal 
agency;  and  (4)  volunteer  or  other  ar- 
rsuigements  in  which  the  individual  r^- 
resents  the  United  States  Government  or 
any  agency  thereof. 

(b)  “Agency”  means  any  authority  of 
the  Government  of  the  United  States, 
whether  or  not  it  is  within  or  subject  to 
review  by  another  agency  and  includes 
any  executive  department,  military  de- 
pcu-tment.  Government  corporation.  Gov¬ 
ernment  controlled  corporation  or  other 
establishment  in  the  executive  branch  of 
the  Government  (including  the  Execu¬ 
tive  Office  of  the  President) .  or  any  in¬ 
dependent  regulatory  agency. 


§736.102  Purpose  of  investigation. 

In  conducting  an  investigation,  either 
by  personal  investigation  or  by  written 
inquiry,  to  determine  suitability,  eligi¬ 
bility  or  qualifications  of  individuals  ftH* 
Federal  employment.  Federal  pcrntracts 
or  access  to  classified  information  or  re¬ 
stricted  areas,  the  investigating  agency 
will  notify  the  source  from  which  in¬ 
formation  is  requested  of  the  purposes 
for  which  the  information  is  sought  and 
how  it  will  be  used.  Procedures  used  in 
conducting  investigations  must  take 
proper  account  of  the  rights  of  the  in¬ 
dividual  being  investigated  as  well  as  the 
rights  of  Uie  individual  furnishing  testi¬ 
mony  or  Information. 

§  736.103  Personal  investigation. 

In  conducting  a  po^nal  investiga¬ 
tion.  including  a  telephone  inquiry,  to 
determine  suitability,  eligibility  or  quali¬ 
fications  of  individuals  for  Federal  em¬ 
ployment,  Federal  contracts  or  access  to 
classified  information  or  restricted  areas 
in  which  selection  standards  demand 
loyalty,  g(X)d  character  and  trustworthi¬ 
ness.  the  interviewing  agent  will  notify 
each  person  Interviewed  and  each  cus¬ 
todian  of  record  contacted  that  all  in¬ 
formation  provided,  including  the 
soiu-ce’s  identity,  may  be  disclosed  to  the 
individual  being  investigated  upon  that 
individual’s  request.  This  notification 
must  be  made  at  some  time  during  the 
interview.  The  agent  may  promise  con¬ 
fidentiality  if  requested  by  the  source, 
and  in  his  discretion  notify  the  source 
that  he  may  have  confidentiality  where 
the  agent  feels  that  such  notification  is 
necessary  to  secure  information  perti¬ 
nent  to  his  investigation  or  inquiry.  If 
such  a  request  is  made,  the  confidential¬ 


ity  will  apply  (mly  to  the  sowce’s 
identity,  and  any  Informaticm  furnished 
by  the  source  that  would  reveal  the 
identity  of  the  source.  A  promise  of  con¬ 
fidentiality  will  require  the  investigative 
agency  and  all  other  agencies  that  re¬ 
ceive.  information  obtained  under  the 
promise  to  take  all  reasonable  precau- 
tl<His  to  protect  the  confidentiality  of  the 
source’s  identity.  Pledges  of  confidential¬ 
ity  may  not  be  assumed,  and  the  inter¬ 
viewing  agent  may  not  ask  a  source  to 
request  confidentiality.  Each  agency 
shall  prepare  implemoiting  instructions 
for  its  investigators  or  agents  consistent 
with  these  regulations. 

§  736.104  Written  inquiry. 

In  requesting  information  by  a  written 
inquiry  concerning  the  character,  loyalty 
and  qualifications  of  an  individual  to  de¬ 
termine  suitability,  eligibility  or  qualifi¬ 
cations  for  Federal  employment.  Federal 
contracts  or  access  to  classified  informa¬ 
tion  or  restricted  areas,  the  form,  in¬ 
structions  or  correspcmdence  used  by  an 
agency  will  Include: 

(a)  A  notification  that  information 
provided.  Including  the  respondent’s 
identity,  will  be  disclosed  to  the  individ¬ 
ual  on  his  or  her  request;  and 

(b)  Except  for  law  enforcement  or 
educational  custodians  of  records, 

(1)  Space  for  the  resp<mdent  to  re¬ 
quest  a  pledge  that  his  or  her  identity 
will  not  be  disclosed  to  the  subject  of  the 
Inquiry,  or 

(2)  An  offer  to  make  special  arrange¬ 
ments  to  obtain  significant  information 
which  ^e  respondent  feels  he  (h*  she 
cannot  provide  without  a  pledge  of  con¬ 
fidentiality  as  to  identity. 
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TM«  45— PvMc  W«lfof« 

CNAPTR  VN— COMMISSION  ON 
ova  RIGHTS 

PART  706— MATERIAU  AVAILARLf 
PURSUANT  TO  5  U.S.C  5S2a 

Sec. 

706.1  PurpoM  and  aoope. 

706.2  DeflnlUoiw. 

706.3  Procedures  for  requests  pertsdnlog  to 
tndlvldusJ  records  In  s  system  of  records. 

706.4  Times,  places,  and  requirements  for 
Identification  of  Individuals  maUnc  re¬ 
quests  and  Identification  of  records  re¬ 
quested. 

706.6  Disclosure  of  requested  Infmmatlon 
to  Individuals. 

706.6  Request  for  correction  or  amend¬ 
ment  to  record. 

706.7  Agency  review  of  request  for  correc¬ 
tion  or  amendment  of  the  record. 

706.8  Ai>peal  of  an  Initial  adverse  agency 
determination. 

706.8  DIaclosure  of  records  to  a  peraon 
other  than  the  Individual  to  whom  the 
record  pertains. 

706.10  Pees. 

706.11  Penalties. 

706.12  Special  procedures:  Information  fur¬ 
nished  by  other  agencies. 

706.13  Exemptions. 

706.95  Accounting  of  the  discloeures  of  re¬ 
cords. 

Authobitt:  Pub.  L.  63-579:  5  U.8.C.  55^ 

1 796.1  Purpose  and  scope. 

(a)  The  purpose  of  this  part  is  to  set 
forth  rules  to  ipform  the  public  re¬ 
garding  information  maintained  by 
the  Commission  on  Civil  Rights  about 
identifiable  individuals  how  they  may 
gain  access  to  and  correct  or  amend  in¬ 
formation  about  themselves. 

(b)  The  rules  in  this  part  carry  out 
the  requirements  of  the  Privacy  Act  of 
1974  (Pub.  L.  93-679)  and  in  particular 
5  U.S.C.  552a  as  added  by  that  Act. 

(c)  The  rules  in  this  part  apply  only 
to  records  disclosed  or  requested  under 
the  Privacy  Act  of  1974.  and  not  to  re¬ 
quests  for  Informatioii  made  pursuant 
to  the  Freedom  of  Information  Act,  5 
U.S.C.  8  552. 

1706.3  DeflnttioiM. 

For  the  purpose  of  this  regulation: 

(a)  The  terms  “Commission"  and 
“agency”  mean  the  UJ3.  Commission 
on  Civil  Rights; 

(b)  The  term  “individual"  means  a 
citizen  of  the  United  States  or  an  alien 
lawfully  admitted  tor  permanent  resi¬ 
dence; 
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(c)  The  term  “maintain"  includes 
maintain,  collect,  use.  or  disseminate; 

<d)  The  term  “record"  means  any 
Hem.  collection,  or  grouping  of  infor¬ 
mation  about  an  individual  that  is 
maintained  by  the  Commission,  in¬ 
cluding.  but  not  limited  to.  his  or  her 
education.  financial  transactions, 
medical  history,  and  criminal  or  em¬ 
ployment  history  and  that  contains 
his  or  her  name,  or  the  identifying 
number,  symbol,  or  other  identifjring 
particular  assigned  to  the  individual; 

(e)  The  term  “system  record"  means 
a  group  of  any  records  under  the  con¬ 
trol  of  the  Commission  from  which  in¬ 
formation  may  be  retrieved  by  the 
name  of  the  individual  or  by  some 
Identifying  number,  symbol,  or  other 
identifying  particular  assign^  to  that 
individual; 

(f)  The  term  “statistical  record” 
means  a  record  in  a  system  of  records 
maintained  fw  statistical  research  or 
reporting  purposes  only  and  not  used 
in  whole  or  in  part  in  making  any  de¬ 
termination  about  an  identifiable  indi¬ 
vidual.  except  as  provided  in  section  8 
of  title  13;  and 

(g)  The  term  “routine  use"  means, 
with  respect  to  the  disclosure  of  a 
record,  the  use  of  such  record  for  a 
purpose  which  is  compatible  with  the 
purpose  for  which  it  was  collected. 

(h)  For  purposes  of  these  Rules,  a 
“confidential  source"  means  a  source 
who  furnished  information  to  the 
Government  under  an  express  promise 
that  the  identity  of  the  source  would 
remain  confidential,  or.  prior  to  Sep¬ 
tember  27.  1975,  under  an  implied 
promise  that  the  identity  of  the  source 
would  be  held  in  confidence. 

8  794J  Procedorcs  for  rcquesU  pertaining 
to  IndivMiial  records  in  a  systcni  of  re¬ 
cords. 

(a)  An  individual  seeking  notifica¬ 
tion  of  whether  a  system  of  records 
contains  a  record  pertaining  to  him  or 
ho*  or  an  individual  seeking  access  to 
information  or  records  pertaining  to 
him  or  her  which  is  available  under 
the  Privacy  Act  of  1974.  shall  present 
his  or  her  request  in  person  or  in  writ¬ 
ing  to  the  General  Counsel  of  the 
Commission. 

(b)  In  addition  to  meeting  the  re¬ 
quirements  set  forth  in  8706.4  (c)  or 

(d) ,  any  person  who  requests  informa¬ 
tion  under  these  regulations  shall  pro¬ 
vide  a'  reasonably  specific  description 
of  the  information  sought  so  that  it 
may  be  located  without  undue  search 


or  Inquiry.  If  possible,  that  description 
should  include  the  nature  of  the  re¬ 
cords  sought,  the  approximate  dates 
covered  by  the  record,  and.  if  known 
by  the  requester,  the  system  in  which 
the  record  is  thought  to  be  Included. 
Requested  informatimi  that  is  not 
identified  by  a  reasonably  specific  de¬ 
scription  is  not  an  identifiable  record, 
and  the  request  for  that  information 
cannot  be  treated  as  a  formal  request. 

(c)  If  the  description  is  insufficient, 
the  agency  vrill  notify  the  requester 
and,  to  the  extent  possible,  indicate 
that  additional  information  required. 
Every  reasonable  effort  shall  be  made 
to  assist  a  requester  in  the  identifica¬ 
tion  and  location  of  the  record  or  re¬ 
cords  sought. 

8  706.4  TIsms,  places,  aad  requireaMsto 
for  tdcntificatioa  of  iadlvMiials 
Bwking  requesto  aad  idcntificatioa  of 
record*  leqaceted. 

(a)  The  General  Counsel  is  the  des¬ 
ignated  Privacy  Act  Officer  for  the 
Commission. 

(b)  An  individual  making  a  request 
to  the  General  Counsel  in  person  may 
do  so  at  the  Commission’s  headquar¬ 
ters  office,  1121  Vermont  Avenue. 
NW.,  Washington.  D.C.  20425.  on  any 
business  day  during  business  hours. 
Persons  may  also  appear  for  purposes 
of  Identification  only  at  any  of  the  re¬ 
gional  offices  of  the  Commission  on 
any  business  day  during  business 
hours.  Regional  offices  are  located  as 
follows: 

Central  States  Regional  Office.  UA.  Com¬ 
mission  on  Civil  Rights.  911  Walnut 
Street,  Kansas  City.  Missouri  64106,  (816) 
374-5253  or  374-2454  (8:00-5:00). 
Mid-Atlantic  Regtonal  Office.  UK.  Commis¬ 
sion  on  Civil  Rights.  2120  L  Street.  N.W.. 
(Room  510),  WashingUm.  D.C.  30037. 
(302)  254-6717  or  254-6670  (8:45-5:30). 
Midwestern  Regional  Office.  UJS.  Commis¬ 
sion  on  Civil  Rights,  230  South  Dearborn 
Street,  32nd  Floor.  Chicago.  Illinois  60604. 
(312)  353-7371  or  353-7479  (8:45-5:30). 
Mountain  States  Regional  Office,  UA.  Com¬ 
mission  on  Civil  Rights,  Ross  Building 
(Room  216).  1736  Champa  Street.  Denver, 
Colorado  80302.  (303)  837-2211  or  837- 
3486  (8.‘00-4:30). 

northeastern  Regional  Office.  UJS.  Commis¬ 
sion  on  avU  Rights,  36  Federal  Plasa 
(Room  1638).  New  York.  New  York  10007. 
(212)  364-0400  or  164-0543  (9:00-5:30X 
Southern  Regional  Office.  UJS.  Commission 
on  Ctvfl  Rights,  ettisem  Trust  Bank  Bldg. 
(Room  3(n),  75  Piedmont  Avenue,  NJC., 
Atlanta.  Georgia  30303.  (404)  536-4391  or 
536-4344(9:00-8:30). 

Southwestern  Regional  Office.  VA  Com- 
salssion  on  Clvfl  Rights,  New  Moore  Build- 
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Inc  (Room  349).  KM  Brocdwajr.  8«n  Anto¬ 
nio.  TexM  78209.  (512)  225-4764  or  225- 
4810  (8:45-5:30). 

Western  Rectonal  Office.  XJA.  Commiitlon 
on  Civil  RichU,  212  North  Sprint  Street 
(Room  1015).  Los  Angeles.  California 
90012.  (212  )  688-2437  or  688-5705  (8:20- 
5:00). 

(c)  An  Individual  seeking  access  to 
records  in  person  may  establish  his  or 
her  identity  by  the  presentation  of 
one  d(xmment  bearing  a  photograph 
(such  as  a  driver’s  license,  passport,  or 
identification  card  or  badge)  or  by  the 
presentation  of  two  items  of  identifica¬ 
tion  which  do  not  bear  a  photograph, 
but  do  bear  both  a  name  and  address 
(such  as  a  credit  card).  When  identifi¬ 
cation  is  made  without  photographic 
identification  the  Commission  will  re¬ 
quest  a  signature  (x>mparison  to  the 
signature  appearing  on  the  items  of¬ 
fered  for  identification,  whenever  pos¬ 
sible  and  practical. 

(d)  An  individual  seeking  access  to 
records  by  mall  shall  establish  his  or 
her  identity  by  a  signature,  address, 
date  of  birth,  and  one  other  identifica¬ 
tion.  such  as  a  copy  of  a  driver’s  li¬ 
cense.  passport,  identification  card  or 
badge,  credit  card  or  other  d(x:ument. 
The  words  “Privacy  Act  Request’* 
should  be  placed  in  capital  letters  on 
the  face  of  the  envelope  in  order  to  fa¬ 
cilitate  requests  by  mail. 

(e)  An  tndlvldual  seeking  access  in 
person  or  by  mail  who  (Mnnot  provide 
the  required  d(x;umentation  of  identi¬ 
fication  may  provide  a  notarized  state¬ 
ment.  swearing  or  affirming  to  his  or 
her  identity  and  to  the  fact  that  he  or 
she  understands  that  there  are  crimi¬ 
nal  penalties  for  the  making  of  false 
statements. 

(f)  The  parent  or  guardian  of  a 
minor  or  a  person  Judicially  deter¬ 
mined  to  be  incompetent,  in  addition 
to  establishing  the  identity  of  the 
minor  or  incompetent  person  he  or  she 
represents  as  required  by  paragraphs 

(a)  through  (c)  of  this  section,  shall  es¬ 
tablish  his  or  her  own  parentage  or 
guardianship  by  furnishing  a  copy  of  a 
birth  certificate  showing  parentage  or 
court  order  establishing  guardianship. 

(g)  An  individual  seeking  to  review 
information  about  himself  or  herself 
may  be  accompanied  by  another 
person  of  his  or  her  own  choosing.  In 
all  such  cases,  the  individual  seeking 
access  shall  be  required  to  furnish  a 
written  statement  authorizing  the  dis¬ 
cussion  of  his  or  her  record  in  the 
presence  of  the  accompanying  person. 

f  706.5  DisckMure  of  requested  inforaa- 
tkMi  to  individuals. 

The  General  Counsel,  or  one  or 
more  assistants  designated  by  him  or 
her.  upon  receiving  a  request  for  noti¬ 
fication  of  the  existence  of  a  record,  or 
for  access  to  a  record  shall  (a)  deter¬ 
mine  whether  such  record  exists;  (b) 
determine  whether  access  is  available 
under  the  Privacy  Act;  (c)  notify  the 


requesting  person  of  those  determina¬ 
tions  within  10  (ten)  working  days  (ex¬ 
cluding  Saturdays,  Sundays,  and  legal 
public  holidays);  and  (d)  provide 
access  to  information  pertaining  to 
that  person  which  has  been  deter¬ 
mined  to  be  available. 

1706.6  Request  for  correction  or  amend- 
nent  to  record. 

(a)  Any  individual  who  has  reviewed 
a  record  pertaining  to  him  or  her  that 
was  furnished  to  him  or  her  under  this 
part  may  request  the  agency  to  correct 
or  amend  all  or  part  of  that  record. 

(b)  Each  individual  requesting  a  cor¬ 
rection  or  amendment  shall  send  the 
request  to  the  General  Counsel. 

(c)  Each  request  for  a  correction  or 
amendment  of  a  re<^ord  shall  contain 
the  following  Information: 

(1)  'The  name  of  the  individual  re¬ 
questing  the  correction  or  amendment. 

(2)  The  name  of  the  system  of  re¬ 
cords  in  which  the  re<x)rd  sought  to  be 
amended  is  maintained. 

(3)  The  location  of  the  record 
system  from  which  the  record  was  ob¬ 
tained. 

(4)  A  copy  of  the  re<»rd  sought  to  be 
amended  or  a  description  of  that 
record. 

(5)  A  statement  of  the  material  in 
the  record  that  should  be  corrected  or 
amended. 

(6)  A  statement  of  the  specific  word¬ 
ing  of  the  correction  or  amendment 
sought. 

(7)  A  statement  of  the  basis  for  the 
requested  correction  or  amendment  in¬ 
cluding  any  material  that  the  individ¬ 
ual  can  furnish  to  substantiate  the 
reasons  for  the  amendment  sought. 

§706.7  Agency  review  of  request  for  cor¬ 
rection  or  amendment  of  the  record. 

Within  ten  (10)  working  days  (ex¬ 
cluding  Saturdays.  Sundays  and  legal 
public  holida3rs)  of  the  receipt  of  the 
request  for  the  correction  or  amend¬ 
ment  of  a  record,  the  General  Counsel 
shall  acknowledge  receipt  of  the  re¬ 
quest  and  inform  the  individual  that 
his  or  her  request  has  been  received 
and  inform  the  individual  whether 
further  information  is  required  before 
the  correction  or  amendment  can  be 
considered.  Further,  the  General 
Counsel  shall  promptly,  and,  under 
normal  circumstances,  not  later  than 
thirty  (30)  working  days  after  receipt 
of  the  request,  make  the  requested 
correction  or  amendment  or  notify  the 
individual  of  his  or  her  refusal  to  do 
so.  including  in  the  notification  the 
reasons  for  the  refusal,  and  the  proce¬ 
dures  established  by  the  Commission 
by  which  the  individual  may  initiate  a 
review  of  that  refusal.  In  the  event  of 
correction  or  amendment,  an  individ¬ 
ual  shall  be  provided  with  one  copy  of 
each  record  or  portion  thereof  correct¬ 
ed  or  amended  pursuant  to  his  or  her 
request  without  charge  as  evidence  of 


the  correction  or  amendment.  The 
Commission  shall  also  provide  to  all 
prior  recipients  of  such  a  record,  the 
corrected  or  amended  information  to 
the  extent  that  it  is  relevant  to  the  in¬ 
formation  previously  furnished  to  a 
recipient  pursiumt  to  the  Privacy  Act. 

1 706A  Appeal  of  an  initial  advene  agency 
determination. 

(a)  Any  individual  whose  request  for 
access  or  for  a  correction  or  amend¬ 
ment  which  has  been  denied,  in  whole 
or  in  part,  by  the  General  Counsel 
may  appeal  that  decision  to  the  Staff 
Director  of  the  Commission,  1121  Ver¬ 
mont  Avenue,  NW.,  Room  800,  Wash¬ 
ington,  D.C.  20425,  or  to  a  designee  of 
the  Staff  Director. 

(b)  The  appeal  shall  be  in  writing 
and  shall: 

(1)  Name  the  individual  making  the 
appeal; 

(2)  Identify  the  record  sought  to  be 
amended  or  corrected; 

(3)  Name  the  record  system  in  which 
that  record  is  contained; 

(4)  Contain  a  short  statement  de¬ 
scribing  the  amendment  or  correction 
sought;  and 

(5)  State  the  name  of  the  person 
who  initially  denied  the  correction  or 
amendment. 

(c)  Not  later  than  thirty  (30)  work¬ 
ing  days  (excluding  Saturdays,  Sun¬ 
days,  and  legal  public  holidays)  after 
the  date  on  which  the  agency  received 
the  appeal,  the  Staff  Director  shall 
complete  his  or  her  review  of  the 
appeal  and  make  a  final  decision 
thereon,  unless,  for  good  cause  shown, 
the  Staff  Director  extends  the  appeal 
period  beyond  the  initial  thirty  (30) 
day  appeal  peri(xl.  In  the  event  of 
such  an  extension  the  Staff  Director 
shall  promptly  notify  the  individual 
making  the  appeal  that  the  period  for 
a  final  decision  has  been  extended. 

(d)  After  review  of  an  appeal  re¬ 
quest,  the  Staff  Director  will  send  a 
written  notice  to  the  requester  con¬ 
taining  the  following  information: 

(1)  The  decision,  and  if  the  denial  is 
upheld,  the  reaons  for  the  decision; 

(2)  ’The  right  of  the  requester  to  in¬ 
stitute  a  civil  action  in  a  Federal  Dis¬ 
trict  Court  for  judicial  review  of  the 
decision,  if  the  iq^peal  is  denied;  and 

(3)  The  right  of  the  requester  to  file 
with  the  Commission  a  concise  state¬ 
ment  setting  forth  the  reasons  for  his 
or  her  disagreement  with  the 
Commission’s  decision  denying  the  re¬ 
quest.  The  Commission  shall  make 
this  statement  available  to  any  person 
to  whom  the  record  is  later  disclosed, 
together  with  a  brief  statement,  if  the 
Commission  considers  it  appropriate, 
of  the  agency’s  reasons  for  denying 
the  requested  correction  or  amend¬ 
ment.  These  statements  shall  also  be 
provided  to  all  prior  recipients  of  the 
record  to  the  extent  that  it  is  relevant 
to  the  information  previously  fur- 
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nished  to  a  recipient  pursuant  to  the 
Privacy  Act. 

|706.t  DiackMure  of  record*  to  a  penon 
other  than  the  individual  to  whom  the 
record  pertains. 

(a)  Any  Individual  who  desires  to 
have  his  or  her  record  disclosed  to  or 
mailed  to  a  third  person  may  autho¬ 
rize  that  person  to  act  as  his  or  her 
agent  for  that  specific  purpose.  The 
authorization  shall  be  in  writing, 
signed  by  the  individual,  and  nota¬ 
rized.  The  agent  shall  also  submit 
proof  of  his  or  her  own  identity  as  pro¬ 
vided  in  1 706.4. 

(b)  The  parent  of  any  minor  individ¬ 
ual  or  the  legal  guardian  of  any  indi¬ 
vidual  who  has  been  declared  by  a 
court  to  be  Incompetent,  due  to  pliys- 
ical  or  mental  Incapacity,  may  act  on 
behalf  of  that  individual  in  any  matter 
covered  by  this  part.  A  parent  or 
guardian  who  desires  to  act  on  behalf 
of  such  an  individual  shall  present 
suitable  evidence  of  parentage  or  guar¬ 
dianship,  by  birth  certificate,  copy  of  a 
court  order  or  similar  documents,  and 
proof  of  the  individual's  identity  as 
provided  in  f  706.4. 

(c)  An  individual  to  whom  a  record  is 
to  be  disclosed,  in  person,  pursuant  to 
this  part  may  have  a  person  of  his  or 
her  own  choosing  accompany  the  indi¬ 
vidual  when  the  record  is  disclosed. 

1 706.10  Feca 

If  an  individual  requests  copies  of 
his  or  her  records  the  charge  shall  be 
three  (3)  cents  per  page,  provided, 
however,  that  the  Commission  shall 
not  charge  for  copies  furnished  to  an 
individual  as  a  necessary  part  of  the 
process  of  disclosing  the  record  to  an 
individual.  Fees  may  be  waived  or  re¬ 
duced  in  accordance  with  }  704.1(e)  of 
the  Commission’s  regulations  (45  CFR 
704)  because  of  indigency,  where  the 
cost  is  nominal,  when  it  is  in  the 
public  interest  not  to  charge,  or  when 
waiver  would  not  constitute  an  unrea¬ 
sonable  expense  to  the  Commission. 

5706.11  Penalties. 

Any  person  who  makes  a  false  state¬ 
ment  in  connection  with  any  request 
for  a  record,  or  in  any  request  for  an 
amendment  to  a  record  under  this 
part,  is  subject  to  the  penalties  pre¬ 
scribed  in  18  UJ3.C.  404  and  495. 

S  706.12  Special  procedures:  Information 
famished  by  other  agencies. 

When  records  or  information  sought 
from  the  Commission  include  informa¬ 
tion  furnished  by  other  Federal  agen¬ 
cies,  the  General  Counsel  shall  consult 
with  the  appropriate  agency  prior  to 
making  a  decision  to  disclose  or  to 
refuse  to  disclose  the  record,  but  the 
decision  whether  or  not  to  disclose  the 
record  shall  be  made  by  the  General 
Counsel. 


S  706.13  Exemptiona 

(a)  Under  the  provision  of  5  U.S.C. 
552a(k),  it  has  been  determined  by  the 
agency  that  the  following  exemptions 
are  necessary  and  proper  and  may  be 
asserted  by  the  agency: 

(1)  Exemption  (kX2)  of  the  Act  In¬ 
vestigatory  material  compiled  for  law 
enforcement  purposes,  other  than  ma¬ 
terial  within  the  scope  of  subsection 
(JK2)  of  the  Privacy  Act:  Provided, 
however.  That  if  any  individual  is 
denied  any  right,  privilege,  or  benefit 
that  he  or  she  would  otherwise  be  eli¬ 
gible  for,  as  a  result  of  the  mainte¬ 
nance  of  such  material,  such  material 
shall  be  provided  to  such  individual, 
except  to  the  extent  that  the  disclo¬ 
sure  of  such  material  would  reveal  the 
Identity  of  a  source  who  furnished  in¬ 
formation  to  the  Government  under 
an  express  promise  that  the  identity 
of  the  source  would  be  held  in  confi¬ 
dence.  or.  prior  to  the  effective  date  of 
this  section,  under  an  implied  promise 
that  the  identity  of  the  source  would 
be  held  in  confidence. 

(2)  Exemption  (kX4)  of  the  Act  Sta¬ 
tistical  personnel  records  that  are  used 
only  to  generate  aggregate  data  or  for 
other  evaluative  or  analjrtlcal  purposes 
and  which  are  not  used  to  make  deci¬ 
sions  on  the  rights,  benefits,  or  entitle¬ 
ments  of  individuals. 

(3)  Exemption  (kK5)  of  the  Act  In¬ 
vestigatory  material  maintained  solely 
for  the  purposes  of  determining  an 
individual’s  qualifications,  eligibility, 
or  suitability  for  employment  in  the 
Federal  civilian  service.  Federal  con¬ 
tracts.  or  access  to  classified  informa¬ 
tion.  but  only  to  the  extent  that  dis¬ 
closure  of  such  material  would  reveal 
the  identity  of  the  source  who  fur¬ 
nished  information  to  the  Govern¬ 
ment  under  an  express  promise  that 
the  identity  of  the  source  would  be 
held  in  confidence,  or  prior  to  Septem¬ 
ber  27,  1975,  under  an  implied  promise 
that  the  identity  of  the  source  would 
be  held  in  confidence. 

(4)  Testing  or  examination  material 
used  solely  to  determine  individual 
qualifications  for  promotion  or  ap¬ 
pointment  in  the  Federal  service  the 
disclosure  of  which  would  compromise 
the  objectivity  or  fairness  of  the  test¬ 
ing  or  examination  process. 

(b)  Following  are  Commission  sys¬ 
tems  of  records  which  are  partially 
exempt  under  5  U.S.C.  552a(k)  (2).  (4), 

(5),  and  (6)  and  the  reasons  for  such 
exemptions: 

(1)  Appeals,  Grievances  and  Com¬ 
plaints  istaf/y—CommissUm  Project 
CRC-001.  Exempt  partially  under  5 
U.S.C.  552a(kK2)— 'The  reasons  for 
possibly  asserting  the  exemptions  are 
to  prevent  subjects  of  investigation 
from  frustrating  the  investigatory  pro¬ 
cess,  to  prevent  disclosure  of  investiga¬ 
tive  techniques,  to  maintain  the  abili¬ 
ty  to  obtain  necessary  information,  to 
fullfiU  commitments  made  to  sources 


to  protect  their  identities  and  the  con¬ 
fidentiality  of  information  and  to 
avoid  endangering  these  sources. 

(2)  Complaints.  CRC-003— Exempt 
partially  under  S  U.S.C.  SS2aikX2). 
The  reasons  for  possibly  asserting  the 
exemptions  are  to  prevent  subjects  of 
investigation  from  frustrating  the  in¬ 
vestigatory  process,  to  prevent  disclo¬ 
sure  of  investigative  techniques,  to 
maintain  the  ability  to  obtain  neces¬ 
sary  information,  to  fulfill  commit¬ 
ments  made  to  sources  to  protect  their 
identities  and  the  confidentiality  of  in¬ 
formation  and  to  avoid  endangering 
these  sources. 

(3)  Commission  projects,  CRC-004— 
Partially  exempt  under  S  U.S.C. 
SSlaikXa).  The  reasons  for  asserting 
the  exemptions  are  to  prevent  subjects 
of  investigation  from  frustrating  the 
investigatory  process,  to  prevent  dis¬ 
closure  of  investigative  techniques,  to 
maintain  the  ability  to  obtain  neces¬ 
sary  information,  to  fulfill  commit¬ 
ments  made  to  sources  to  protect  their 
identities  and  the  confidentiality  of  in¬ 
formation  and  to  avoid  endangering 
these  sources. 

(Iv)  Other  Employee  Programs:  EEO, 
Troubled  Employee,  and  Upward  Mo¬ 
bility,  CRC-006--Partially  exempt 
under  S  V.S.C.  SS2a(.k)  (4),  (5),  and  (6). 
The  reasons  for  asserting  the  exemp¬ 
tions  are  to  maintain  the  ability  to 
obtain  candid  and  necessary  informa¬ 
tion,  to  fulfUl  commitments  made  to 
sources  to  protect  the  confidentiality 
of  information,  to  avoid  endangering 
these  sources  and,  primarily,  to  facili¬ 
tate  proper  selection  or  continuance  of 
the  best  applicants  or  persons  for  a 
given  position. 

(V)  State  Advisory  Committees  Pro¬ 
jects.  CRC-009— Partially  exempt 
under  S  U.S.C.  SS2a(kX2).  The  reasons 
for  possibly  asserting  the  exemptions 
are  to  prevent  subjects  of  investigation 
from  frustrating  the  investigatory  pro¬ 
cess,  to  prevent  disclosure  of  investiga¬ 
tive  techniques,  to  maintain  the  abili¬ 
ty  to  obtain  necessary  information,  to 
fulfill  commitments  made  to  sources 
to  protect  their  identities  and  the  con¬ 
fidentiality  of  information  and  to 
avoid  endangering  these  sources. 

$706.95  Accounting  of  the  disclosures  of 
records. 

(a)  AU  disclosures  of  records  covered 
by  this  Part  706,  except  for  the  ex¬ 
emptions  listed  in  S  706.95(b),  shall  be 
accounted  for  by  keeping  a  written 
record  of  the  particular  record  dis¬ 
closed.  the  name  and  address  of  the 
person  or  agency  to  whom  or  to  which 
disclosed,  and  the  date,  nature  and 
purpose  of  the  disclosure. 

(b)  No  accounting  is  required  for  dis¬ 
closures  of  records  to  those  officials 
and  employees  of  the  Commission  who 
have  a  need  for  the  record  in  the  per¬ 
formance  of  their  duties,  or  if  disclo¬ 
sure  would  be  required  imder  the 


KDiRAL  RieiSTiR,  VOL.  42,  NO.  1SS— FRIDAY,  SEPTEMBER  23,  1977 


48840 


PRIVACY  ACT  ISSUANCES 


Freedom  of  Infonnation  Act,  5  UAC. 
1652. 

(c)  The  accounting  shall  be  main¬ 
tained  for  5  years  or  until  the  record  is 
destrosred  or  transferred  to  the  Na¬ 
tional  Archives  and  Record  Service  for 
storage,  in  which  event,  the  account¬ 
ing  pertaining  to  those  records,  unless 
maintained  separately,  shall  be  trans¬ 
ferred  with  the  records  themselves. 


(d)  The  accounting  of  disclosures 
may  be  recorded  in  any  system  the 
Commission  determines  is  sufficient 
for  this  purpose,  however,  the  Com¬ 
mission  must  be  able  to  construct  from 
its  system  a  listing  of  all  diaclosurea 
The  system  of  accounting  of  disclo¬ 
sures  is  not  a  system  of  records  under 
the  definition  in  1 706.2(e)  and  no  ac¬ 
counting  need  be  maintained  for  dis¬ 


closure  of  the  accounting  of  disclo¬ 
sures. 

(e)  Upon  request  of  an  individual  to 
whom  a  record  pertains,  the  account¬ 
ing  of  the  disclosures  of  that  record 
shall  be  made  available  to  the  request¬ 
er.  provided  that  he/she  has  complied 
with  8706.3(a)  and  with  8706.4  (c)  or 
(d). 
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THto  16  Cowiwrckil  PtccHcm 

CHAPTER  N— CONSUMER  PRODUCT 
SAFETY  COMMISSION 

PART  1014— POLICIES  AND  PROCE¬ 
DURES  IMPIEMENTINO  THE  PRIVA¬ 
CY  ACT  OF  1974 

Sec. 

1014.1  Purpose  and  scope. 

1014.2  DeflnlUons. 

1014.S  Procedures  for  requests  pertaining 
to  Individual  records. 

1014.4  Requirements  for  Identification  of 
Individuals  making  requests. 

1014.5  Disclosure  of  requested  Information 
to  Individuals. 

1014.6  Request  for  correction  or  amend¬ 
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S  1014.1  Purpose  and  scope. 

This  parts  sets  forth  the  regulations 
of  the  Consumer  Product  Safety  Com¬ 
mission  implementing  the  Privacy  Act 
of  1974  (Pub.  L.  93-579).  The  purpose 
of  these  regulations  is  to  inform  the 
public  about  records  maintained  by 
the  Commission  which  contain  person¬ 
al  information  about  individuals,  and 
to  inform  those  individuals  how  they 
may  seek  access  to  and  correct  records 
concerning 'themselves.  These  regula¬ 
tions  do  not  apply  to  request  for  infor¬ 
mation  made  pursuant  to  the  Freedom 
of  Information  Act  (except  where  such 
disclosures  would  constitute  an  inva¬ 
sion  of  privacy  of  an  individual). 

f  1014.2  DeflniUons. 

As  used  in  this  part: 

(a)  “Individual”  means  a  person  who 
is  a  citizen  of  the  United  States  or  an 
alien  lawfully  admitted  for  permanent 
residence. 

(b)  "Privacy  Act”  means  the  Privacy 
Act  of  1974  (Pub.  L.  93-579). 

(c)  “Record”  means  any  item  of  per¬ 
sonal  information  relating  to  an  indi¬ 
vidual,  such  as  educational,  employ¬ 
ment.  financial  or  medical  informa¬ 
tion. 


(d)  “Statistical  record”  means  a 
record  in  a  system  of  records  main¬ 
tained  for  statistical  research  or  re¬ 
porting  purposes  only  and  not  used  in 
whole  or  in  part  in  making  any  deter¬ 
mination  about  an  identifiable  individ¬ 
ual. 

(e)  “System  of  records”  or  “records 
systems”  means  a  group  of  records 
maintained  by. the  Commission  from 
which  information  may  be  retrieved 
by  the  name  of  an  individual  or  some 
other  individual  identifier. 

(f)  “Maintain”  includes  the  collec¬ 
tion,  use.  storage,  and  dissemination  of 
information. 

f  10144  Procedures  for  requests  pertain¬ 
ing  to  individual  recorda 

(a)  Any  individual  may  request  the 
Commission  to  inform  him  or  her 
whether  a  particular  record  system 
named  by  the  individual  contains  a 
record  pertaining  to  him  or  her.  The 
requ^t  may  be  made  by  mail  or  in 
person  during  business  hours  (8:30 
a.m.  to  5  p.m.)  at  the  Office  of  the 
Secretary.  Consumer  Product  Safety 
Commission,  Suite  1025, 1750  K  Street 
NW..  Washington.  D.C.  20207. 

(b)  An  individual  who  believes  that 
the  Commission  maintains  a  record 
pertaining  to  him  or  her  but  who 
cannot  determine  which  record  system 
may  contain  the  record,  may  request 
assistance  by  mail  or  in  person  at  the 
Office  of  the  Secretary  during  busi¬ 
ness  hours. 

(c)  A  Commission  officer  or  employ¬ 
ee  or  former  employee  who  desires  to 
review  or  obtain  a  copy  of  a  personnel 
record  pertaining  to  him  or  her  may 
make  a  request  by  mail  or  in  person  at 
the  Office  of  the  Director,  ORU, 
Room  OOOB,  5401  Westbard  Avenue. 
Bethesda,  Md.  20207. 

(d)  Each  individual  requesting  the 
disclosure  of  a  record  or  a  copy  of  a 
record  shall  furnish  the  following  in¬ 
formation  to  the  extent  known  with 
the  request  to  the  Office  of  the  Secre¬ 
tary  or  to  the  Director  of  the  Office  of 
Resource  Utilization,  as  applicable: 

(1)  A  description  of  the  record 
sought; 

(2)  The  approximate  date  of  the 
record; 

(3)  Tile  name  or  other  description  of 
the  ,  i^ord  system  containing  the 
record; 

(4)  Proof  as  required  in  section 
1014.4  that  he  or  she  is  the  individual 
to  whom  the  requested  record  relates; 
and 


(5)  Any  other  information  required 
by  the  notice  describing  the  record 
system. 

(e)  An  individual  personally  inspect¬ 
ing  his  or  her  records  may  be  accom¬ 
panied  by  other  persons  of  his  or  her 
own  choosing.  The  individual  shall 
sign  a  written  statement  authorizing 
disclosure  of  the  record  in  the  other 
person’s  presence. 

(f)  Any  individual  who  desires  to 
have  a  record  concerning  himself  or 
herself  disclosed  to  or  mailed  to  an¬ 
other  person  may  authorize  that 
person  to  act  as  his  or  her  agent  for 
that  specific  purpose.  The  authoriza¬ 
tion  shall  be  in  writing,  signed  by  the 
individual,  and  shall  be  notarized.  An 
agent  requesting  the  review  or  copy  of 
another’s  record  shall  submit  srith  the 
request  the  autorization  and  proof  of 
his  or  her  identity  as  required  by 
S  1014.4(c). 

(g)  ’The  parent  of  any  minor  individ¬ 
ual  or  the  legal  guardian  of  any  indi¬ 
vidual  who  has  been  declared  by  a 
court  of  competent  Jurisdiction  to  be 
Incompetent,  due  to  physical  or 
mental  incapacity  or  age,  may  act  on 
behalf  of  that  individual  in  any  matter 
covered  by  this  part.  A  parent  or 
guardian  who  desires  to  act  on  behalf 
of  such  individual  shall  present  suit¬ 
able  evidence  of  parentage  or  guar¬ 
dianship.  by  birth  certificate,  certified 
copy  of  a  court  order,  or  similar  docu¬ 
ments.  and  proof  of  the  individual’s 
identity  in  a  form  that  complies  with 
1 1014.4(c). 

(h)  An  individual  may  request  an  ac¬ 
counting  of  all  disclosmes  made  to 
other  persons  or  agencies  of  his  or  her 
record,  except  those  disclosures  made 
to  law  enforcement  agencies  pursuant 
to  section  (bK*^'  of  the  Privacy  Act  (5 
U.S.C.  552a(bK7)).  A  request  for  ac¬ 
counting.  whenever  made,  shall  be 
treated  as  a  request  for  disclosure  of 
records. 

S  1014.4  Requirement  for  identification  of 
individuals  making  requests. 

The  following  proof  of  identity  is  re¬ 
quired  for  requests  for  records  made 
pursuant  to  $  1014.3: 

(a)  An  individual  seeking  a  record 
about  himself  or  herself  in  person  may 
establish  his  or  her  identity  by  the 
presentation  of  a  single  document 
bearing  a  photograph  (such  as  a  pass¬ 
port  or  driver’s  license)  or  by  a  presen¬ 
tation  of  two  items  of  identification 
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which  do  not  bear  a  photograph  but 
do  bear  both  a  name  and  address.  An 
individual  who  cannot  provide  docu¬ 
mentation  of  his  or  her  Identity  may 
provide  a  written  statement  affirming 
his  or  her  identity  and  the  fact  that 
he  or  she  understands  the  penalties 
for  making  false  statements  (18  U.S.C. 
1001  and  5  U.S.C.  552a(iK3)). 

(b)  An  individual  seeking  a  record  by 
mail  shall  include  a  statement  signed 
by  the  individual  and  properly  nota¬ 
rised,  that  he  or  she  appeared  before  a 
notai^  public  and  submitted  proof  of 
identity  acceptable  to  the  notary 
public. 

(c)  Requests  made  by  an  agent, 
parent,  or  guardian  shall,  in  addition 
to  establishing  the  identity  of  the 
minor  or  other  person  he  or  she  repre¬ 
sents  as  required  by  subparagraphs  (a) 
and  (b).  establish  his  or  her  agency, 
parentage,  or  guardianship  by  docu¬ 
mentation. 

(d)  In  any  case  in  which  the  Com¬ 
mission  determines  that  the  proof  of 
identity  is  not  adequate,  it  may  re¬ 
quest  the  individual  to  submit  addi¬ 
tional  proof  of  identity. 

S  1014.S  Disclosure  of  requested  infonua- 
tk>n  to  individuals. 

(a)  Upon  submission  of  proof  of 
identity,  the  Office  of  the  Secretary  or 
the  Director  of  Resource  Utilization, 
as  applicable,  shall  promptly  forward 
the  request  to  the  system  manager 
who  will  promptly  allow  the  individual 
to  see  and/or  have  a  copy  of  the  re¬ 
quested  record  or  send  a  copy  of  the 
record  to  the  individual  by  mail,  as  re¬ 
quested  by  the  individual.  If  the  indi¬ 
vidual  asks  to  see  the  record,  the 
record  should  be  made  available  for 
review  and/or  copying  at  the  location 
where  the  record  Is  maintained,  in  the 
Office  of  the  Secretary,  or  the  Direc¬ 
tor  of  Resource  Utilization,  or  at  the 
nearest  Area  Office. 

(b)  If  the  system  manager  should  de¬ 
termine,  for  any  reason,  that  the  re¬ 
quested  records  are  exempt  from  the 
right  of  access,  a  notice  of  denial  shall 
be  sent  to  the  requester  stating  the 
reasons  for  denial,  and  the  requester’s 
right  to  appeal  the  denial  in  accor¬ 
dance  with  the  procedures  set  forth  in 
S  1014.8  of  these  regulations. 

S  1014.6  Request  for  correction  or  amend¬ 
ment  to  a  record. 

(a)  Any  individual  who  has  reviewed 
a  record  pertaining  to  himself  or  her¬ 
self  may  request  the  Executive  Direc¬ 
tor  to  correct  or  amend  all  or  any  part 
of  the  record. 

(b)  Each  request  for  a  correction  or 
amendment  of  a  record  shall  be  in 
writing  and  shall  contain  the  following 
information: 

(1)  The  name  of  the  individual  re¬ 
questing  the  correction  or  amendment; 

(2)  The  name  or  other  description  of 
the  system  of  records  in  which  the 


record  sought  to  be  amended  is  main¬ 
tained: 

(3)  The  location  of  that  record  in 
the  system  of  records  to  the  extent 
that  it  is  known; 

(4)  A  copy  of  the  record  sought  to  be 
amended  or  a  description  of  that 
record; 

(5)  A  statement  of  the  material  in 
the  record  that  should  be  corrected  or 
amended: 

(6)  A  statement  of  the  specific  word¬ 
ing  of  the  correction  or  amendment 
sought;  and 

(7)  A  statement  of  the  basis  for  the 
requested  correction  or  amendment  in¬ 
cluding  any  material  that  the  individ¬ 
ual  can  furnish  to  substantiate  the 
reasons  for  the  amendment  sought. 

S  1014.7  Agency  review  of  request  for  cor¬ 
rection  or  amendment  of  record. 

(a)  Not  later  than  10  working  days 
after  the  receipt  of  the  request  for  the 
correction  or  amendment  of  a  record 
under  9 1014.6,  the  responsible  Com¬ 
mission  official  shall  acknowledge  re¬ 
ceipt  of  the  request  and  Inform  the  in¬ 
dividual  whether  further  information 
is  required  before  the  correction  or 
amendment  can  be  considered. 

(b)  The  responsible  Commission  offi¬ 
cial  will  promptly  review  the  request 
and  either  make  the  requested  correc¬ 
tion  or  amendment  or  notify  the  indi¬ 
vidual  of  his  or  her  refusal  to  do  so,  in¬ 
cluding  in  the  notification  the  reasons 
for  the  refusal,  and  the  iqDpeal  proce¬ 
dures  provided  by  9 1014.8. 

(c)  The  responsible  Commission  offi¬ 
cial  will  make  each  requested  correc¬ 
tion  or  amendment  to  a  record  if  that 
correction  or  amendment  will  correct 
anything  within  the  record  that  is  not 
accurate,  relevant,  timely,  or  complete. 
A  copy  of  each  corrected  or  amended 
record  shall  be  furnished  to  the  indi¬ 
vidual  who  requested  the  action.  If  an 
accounting  of  disclosure  has  been 
kept,  all  previous  recipients  of  the 
record  shall  be  notified  of  the  correc¬ 
tion  and  its  substance. 

9 1014.8  Appeal  of  initial  denial  of  accem, 
correction  or  amendment 

(a)  Any  individual  whose  request  for 
access,  correction  or  amendment  to  a 
record  is  denied,  in  whole  or  in  part, 
may  appeal  that  decision  within  30 
working  days  to  the  Chairman.  Con¬ 
sumer  Product  Safety  Commission. 
Washington,  D.C.  20207. 

(b)  The  appeal  shall  be  in  writing 
and  shall: 

(1)  Name  the  individual  making  the 
appeal; 

(2)  Identify  the  record  to  which 
access  is  sought  or  which  is  sought  to 
be  corrected  or  amended; 

(3)  Name  or  describe  the  record 
system  in  which  the  record  is  con¬ 
tained; 

(4)  Contain  a  short  statement  de¬ 
scribing  the  correction  of  amendment 
sought: 


(5)  State  the  name  and  location  of 
the  Commission  official  who  initially 
denied  the  correction  or  amendment: 
and 

(6)  State  the  date  of  the  Initial 
denial. 

(c)  Not  later  than  30  working  days 
after  the  date  on  which  the  appeal  is 
received,  the  Chairman  shall  complete 
a  review  of  the  appeal  and  make  a 
final  decision  thereon.  However,  for 
good  cause  shown,  the  Chairman  may 
extend  the  30-day  period.  If  the  Chair¬ 
man  so  extends  the  period,  he  or  she 
shall  promptly  notify  the  individual 
requesting  the  review  that  the  exten¬ 
sion  has  been  made. 

(d)  If  after  review  of  an  appeal  re¬ 
quest,  the  Chairman  also  refuses  to 
amend  the  record  or  grant  access  to 
the  record  in  accordance  with  the  re¬ 
quest,  he  or  she  shall  send  a  written 
notice  to  the  requester  containing  the 
following  information: 

(1)  The  decision  and  the  reasons  for 
the  decision; 

(2)  The  right  of  the  requester  to  in¬ 
stitute  a  civil  action  in  a  federal  Dis¬ 
trict  Court  for  Judicial  review  of  the 
decision;  and 

(3)  The  right  of  the  requester  to  fUe 
with  the  Chairman  a  concise  state¬ 
ment  setting  forth  the  reasons  for  his 
or  her  disagreement  with  the  denial  of 
the  correction  or  amendment.  A  copy 
of  the  statement  of  disagreement  shall 
be  filed  with  the  record  in  issue,  and 
the  record  in  issue  shall  be  so  marked 
as  to  indicate  that  there  is  a  disagree¬ 
ment.  The  system  manager  shall  make 
the  statement  of  disagreement  avail¬ 
able  to  prior  recipients  of  the  disputed 
record  to  the  extent  that  an  account¬ 
ing  of  disclosures  was  maintained,  and 
to  any  person  to  whom  tlie  record  is 
later  disclosed,  together  with  a  brief 
statement,  if  deemed  appropriate,  of 
the  reasons  for  denying  the  requested 
correction  or  amendment. 

9 1014.9  Disclosure  of  record  to  person 
other  than  the  individual  to  whom  it 
pertains. 

(a)  Any  person  or  agency  (other 
than  an  officer  or  employee  of  the 
Commission  who  has  a  need  for  indi¬ 
vidual  records  in  the  performance  of 
his  or  her  duty)  seeking  disclosure  of 
personal  records  of  another  Individual 
which  are  contained  in  a  system  of  re¬ 
cords  shall  submit  a  request  in  accor¬ 
dance  with  the  Commission’s  Proce¬ 
dures  for  Disclosure  or  Production  of 
Information  under  the  Freedom  of  In¬ 
formation  Act  (16  CFR  Part  1015,  Sub¬ 
part  A). 

(b)  The  determination  of  whether  or 
not  the  requested  disclosure  is  proper 
will  be  made  in  accordance  with  the 
provisions  of  the  Freedom  of  Informa¬ 
tion  Act.  as  amended  (5  U.S.C  552)  and 
the  Commission’s  policies  and  proce- 
dures  issued  therevmder  (16  CFR  Part 
1015). 
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|l«14.1f  Fees. 

The  Commission  shall  not  charge  an 
individual  tor  the  costs  of  making  a 
search  for  a  record,  the  costs  of  re¬ 
viewing  or  copjrlng  a  record,  or  the 
cost  of  correcting  <Mr  amending  a 
record. 

I  If  14.11  PcMlUcs. 

Any  person  who  makes  a  false  state¬ 
ment  in  connection  with  any  request 
for  a  record,  or  an  amendment  there¬ 
to,  under  this  part,  is  subject  to  the 
penalties  prescribed  in  18  U.S.C.  484. 
495  and  1001;  and  6  U.S.C.  S52a(lK3). 

1414.12  Specific  cxceqiUoM. 

(a)  Injury  information.  <1)  The 
Bureau  of  Epidemiology  maintains  a 
file  of  Accident  Reports  (In-Depth  In¬ 
vestigations)  which  are  conducted  cm  a 
sample  of  product  related  injuries  re¬ 
ported  to  the  Commission  by  selected 
hospital  emergency  rooms,  by  consum¬ 
ers  through  the  Commission’s  “Hot- 
Line"  telephone  aervioe  and  through 
written  consumer  complaints  and  by 


other  means  such  as  newspaper  re¬ 
ports.  The  purpose  of  this  record 
system  is  to  compile  accident  statistics 
for  analysing  the  incidence  and  sever¬ 
ity  of  product  related  injuries. 

(2)  Inasmuch  as  the  maintenance  of 
the  record  system  listed  in  subpara¬ 
graph  (1)  of  this  section  is  authorised 
by  section  5  of  the  Consumer  Product 
Safety  Act  (15  U.S.C.  2054)  and  the 
data  are  used  solely  as  statistical  re¬ 
cords.  the  system  is  exempted  from 
the  requirements  of  the  Privacy  Act 
relating  to  making  available  the  ac¬ 
counting  of  disclosures,  correction  or 
amendment  of  the  record  and  the  ap¬ 
plication  of  these  rules  to  the  system 
of  records.  I^>ecifically.  the  system  is 
exempt  from  5  UJ3.C.  552a(cX3);  (d) 
(2)  and  (3r,  (eXl);  (eX4)  (O).  (H)  and 
(I);  and  (f ).  However.  Accident  Reports 
made  by  Commission  employees  are 
diaclosable  in  accordance  with  para¬ 
graph  (aX3)  of  this  section: 

(3)  Section  25(c)  of  the  Consumer 
Product  Safety  Act  (15  nB.C.  2074(c)) 
provides  that  accident  or  investigation 


reports  made  by  an  officer  or  employ¬ 
ee  of  the  Commission  shall  be  made 
available  to  the  public  in  a  manner 
which  will  not  Identify  any  injured 
person  or  any  person  treating  him  or 
her.  without  the  consent  of  the  person 
identified.  Consequently,  an  accident 
or  investigation  report  which  identi¬ 
fies  individuals  Is  available  to  the  in¬ 
jured  party  or  the  pmon  treating  him 
or  her  but  would  not  be  available  for 
disclosure  to  a  third  party  without  the 
consent  of  the  injured  party  or  person 
treating  him  or  her. 

(4)  Since  accident  or  investigatUm 
reports  are  compiled  only  for  statisti¬ 
cal  purposes  and  are  not  used  in  whole 
or  in  part  in  making  any  determina¬ 
tion  about  an  individual,  they  are 
exempted  from  the  requirement  to 
correct  or  amend  a  record  as  provided 
by  subsection  (dX2)  of  the  Privacy  Act 
(5  UB.C.  552a(dX2)).  Exceptions  from 
this  paragraph.  Insofar  as  they  relate 
to  amendments  or  additions,  may  be 
allowed  by  the  Executive  Director. 
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CHATTEB  III— FiDERAL  DEPOSIT 
INSURANCE  CORPORATION 

SUtCHATTfl  A— raOCfOUti  AND  tUUS  OP 
piAcna 

PART  310— SAFEGUARDING  PERSON- 
AL  INFORMATION  IN  FEDERAL  DE- 
POSH  INSURANCE  CORPORATION 
RECORDS 

Sec. 

310.1  Purpose  and  scope. 

310.2  DeflniUons. 

310.3  Procedures  for  requests  pertaining 
to  Individual  records  in  a  system  of  re¬ 
cords. 

310.4  Times,  places,  and  requirements  for 
identification  of  individuals  making  re¬ 
quests. 

310.5  Disclosure  of  requested  information 
to  individuals. 

310.6  Special  procedures:  medical  records. 

310.7  Request  for  amendment  of  record. 

310.8  Ageiwy  review  of  request  for  amend¬ 
ment  of  record. 

310.9  Appeal  of  initial  adverse  agency  de¬ 
termination  on  amendment. 

310.10  Disclosure  of  record  to  person  other 
than  the  individual  to  whom  it  pertains. 

310.11  Pees. 

310.12  PenalUes. 

310.13  Exemptions. 

AuTBoarrr:  5  U.S.C.  552a,  Pub.  L.  93-570. 

S  310.1  Purpose  and  scope. 

This  regulation  sets  forth  the  basic 
policies  of  the  Corporation  regarding 
the  protection  of  the  privacy  of  indi¬ 
viduals  on  whom  the  Corporation 
maintains  information  which  is  re¬ 
trieved  by  reference  to  an  individual's 
name  or  an  identifying  particular  as¬ 
signed  to  the  individual. 

8  31 OJ  Definitions. 

For  purposes  of  this  Part: 

(a)  The  term  “Corporation"  means 
the  Federal  Deposit  Insurance  Corpo¬ 
ration; 

(b)  The  term  “individual"  means  a 
natural  person  who  is  either  a  citizen 
of  the  United  States  or  an  alien  law¬ 
fully  admitted  for  permanent  resi¬ 
dence; 

(c)  The  term  “maintain"  includes 
maintain,  collect,  use.  disseminate,  or 
control; 

(d)  The  term  “record”  means  any 
item,  collection  or  grouping  of  infor¬ 
mation  about  an  indivludal  that  con¬ 
tains  his/her  name,  or  the  identifying 
number,  symbol,  or  other  identifying 
particular  assigned  to  the  individual; 
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(e)  The  term  “system  of  records” 
means  a  group  of  any  records  under 
the  control  of  the  Corporation  from 
which  information  is  retrieved  by  the 
name  of  the  individual  or  some  identi¬ 
fying  number,  symbol  or  other  identi¬ 
fying  particular  assigned  to  the  indi¬ 
vidual; 

(f)  The  term  “designated  system  of 
records"  means  a  system  of  records 
which  has  been  listed  and  summarized 
in  the  Federal  Register  pursuant  to 
the  requirements  of  5  UJS.C.  552a(e); 

(g)  The  term  “routine  use"  means, 
with  respect  to  disclosure  of  a  record, 
the  use  of  such  record  for  a  purpose 
which  is  compatible  with  the  purpose 
for  which  it  was  created;  and 

(h)  The  terms  “amend”  or  “amend¬ 
ment"  mean  any  correction,  addition 
to  or  deletion  from  a  record. 

(i)  The  term  “system  manager" 
means  the  agency  official  responsible 
for  a  designated  system  of  records,  as 
denominated  in  the  Federal  Register 
publication  of  “Systems  of  Records 
Maintained  by  the  Federal  Deposit  In¬ 
surance  Corporation." 

1 310J  Procedures  for  requests  pertaining 
to  individual  records  in  a  system  of  re¬ 
cords. 

(a)  Any  present  or  former  employee 
of  the  Corporation  seeking  access  to 
his/her  official  Civil  Service  records 
maintained  by  the  Corporation  shall 
submit  his/her  request  in  such 
manner  as  is  prescribed  by  the  Civil 
Service  Commission  in  Part  297  of  its 
rules  and  regulations  (5  CFR  297). 

(b)  Requests  by  individuals  for 
access  to  records  pertaining  to  them 
and  maintained  within  one  of  the 
Corporation’s  designated  systems  of 
records  should  be  submitted  in  writing 
to  the  Office  of  the  Executive  Secre¬ 
tary.  Records  Unit.  Federal  Deposit 
Insurance  Corporation.  Washington. 
D.C.  20429.  Each  such  request  should 
contain  a  reasonable  description  of  the 
records  sought,  the  system  or  systems 
in  which  such  record  may  be  con¬ 
tained.  and  any  additional  identifying 
information,  as  specified  in  the 
Corporation’s  Federal  Register 
“Notice  of  Systems  of  Records"  for 
that  particular  system,  copies  of  which 
are  available  upon  request  from  the 
Records  Unit.  Office  of  the  Executive 
Secretary. 


8  310.4  Hines,  places,  and  requirements 
for  identifIcaUon  of  Individuals 
making  requests. 

(a)  Individuals  may  request  access  to 
records  pertaining  to  themselves  by 
submitting  a  written  request  as  pro¬ 
vided  in  8  310.3  of  these  regulations,  or 
by  appearing  in  person  on  weekdays, 
other  than  official  holidays,  at  the 
Office  of  the  Executive  Secretary,  Re¬ 
cords  Unit.  Federal  Deposit  Insurance 
Corporation.  550  17th  Street,  N.W., 
Washington.  D.C.  20429.  between  the 
hours  of  8:30  ajn.  and  5  p jn. 

(b)  Individuals  appearing  in  person 
at  the  Corporation  seeking  access  to  or 
amendment  of  their  records  shall  pre¬ 
sent  two  forms  of  reasonable  identifi¬ 
cation.  such  as  employment  identifica¬ 
tion  cards,  driver’s  licenses,  or  credit 
cards. 

(c)  Except  for  records  that  must  be 
publicly  disclosed  pursuant  to  the 
Freedom  of  Information  Act.  5  U.S.C. 
552,  where  the  Corporation  deter¬ 
mines  it  to  be  necessary  for  the 
individual’s  protection,  a  certification 
of  a  duly  commissioned  notary  public, 
of  any  state  or  territory,  attesting  to 
the  requesting  individual’s  Identity 
may  be  required  before  a  written  re¬ 
quest  seeking  access  to  or  amendment 
of  a  record  will  be  honored. 

8S10A  DIsekMure  of  requested  Informa¬ 
tion  to  individuals. 

(a)  Except  to  the  extent  that  Corpo¬ 
ration  records  pertaining  to  an  individ¬ 
ual: 

(1)  are  exempt  from  disclosure  under 
88  3110.6  and  310.13  of  this  Part,  or 

(2)  were  compiled  in  reasonable  an¬ 
ticipation  of  a  dvll  action  or  proceed¬ 
ing.  the  Corporation  will  make  such 
records  available  upon  request  for  pur¬ 
poses  of  inspection  and  copying  by  the 
individual  (after  proper  identity  verifi¬ 
cation  as  provided  in  8310.4)  and. 
upon  the  individual’s  request  and  writ¬ 
ten  authorization,  by  another  person 
of  thf  individual’s  own  choosing. 

(b)  The  Executive  Secretary  will 
notify,  in  writing,  the  individual 
making  a  request,  whenver  practicable 
within  ten  bu8lness^  days  following 
recipt  of  the  request,  whether  any 
specified  designated  system  of  records 
maintained  by  the  Corporation  con¬ 
tains  a  record  pertaining  to  the  indi¬ 
vidual.  Where  such  a  record  does  exist, 
the  Executive  Secretary  also  will 
inform  the  individual  of  the  system 
manager’s  decision  whether  to  grant 
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or  deny  the  request  for  sooeas.  In  the 
event  existing  records  are  determined 
not  to  be  dlactossble,  the  notification 
will  inform  the  individual  of  the  rea¬ 
sons  for  which  disclosure  will  not  be 
made  and  will  provide  a  description  of 
the  individual’s  light  to  appeal  the 
denial,  as  more  fully  set  forth  in 
1310.9.  where  access  is  to  be  granted, 
the  notification  will  specify  the  proce¬ 
dures  for  verifying  the  Individual’s 
identity,  as  set  forth  in  1 310.4. 

(c)  Individuals  will  be  granted  access 
to  records  dlsclosable  under  this  Part 
310  as  soon  as  is  practicable.  The  Ex¬ 
ecutive  Secretary  will  give  written  no¬ 
tification  of  a  reastmable  period 
within  which  individuals  may  inspect 
dlsclosable  records  pertaining  to  them¬ 
selves  at  the  Otfice  of  the  Executive 
Secretary  during  normal  business 
hours.  Alternative,  individuals  grant¬ 
ed  access  to  records  under  this  Part 
may  request  that  copies  of  such  re¬ 
cords  be  forwarded  to  them.  Fees  for 
o(H>]dng  such  records  will  be  assessed 
as  provided  in  1 310.11. 

f  tlt.C  Special  procedures:  sMdkal  re¬ 
cords. 

Medical  records  shall  be  disclosed  on 
request  to  the  Individuals  to  whom 
they  pertain,  except,  if  in  the  Judg¬ 
ment  of  the  Corporation,  the  trans¬ 
mission  of  the  medical  Information  di¬ 
rectly  to  the  requesting  Individual 
could  have  an  adverse  effect  upon 
such  Individual.  In  the  event  medical 
tnfmmatlon  is  withheld  from  a  re¬ 
questing  individual  due  to  any  poesible 
adverse  effect  such  information  may 
have  upon  the  individual,  the  Corpora¬ 
tion  shall  transmit  such  information 
to  a  medical  doctor  named  by  the  re¬ 
questing  Individual. 

fSlt.7  Rtqucrt  for  aaisadiusut  of  record. 

The  Corporation  will  maintain  all  re¬ 
cords  it  uses  in  making  any  determina¬ 
tion  about  any  individual  with  such 
accuracy,  relevance,  timeliness  and 
completeness  as  is  reasonably  neces¬ 
sary  to  assure  fairness  to  the  individ¬ 
ual  In  the  determination.  An  individ¬ 
ual  may  request  that  the  Corporation 
amend  any  portion  of  a  record  pertain¬ 
ing  to  that  individual  which  the  Cor¬ 
poration  maintains  in  a  designated 
system  of  records.  Such  a  request 
should  be  submitted  In  writing  to  the 
Office  of  the  Executive  Secretary,  Re¬ 
cords  Unit,  Federal  Deposit  Insurance 
Corporation.  Washington.  D.C.  20429 
and  should  contain  the  liulividual’s 
reason  for  requesting  the  amendment 
and  a  description  of  the  record  (in¬ 
cluding  the  name  of  the  appropriate 
designated  system  and  category  there¬ 
of)  sufficient  to  enable  the  Corpora¬ 
tion  to  identify  the  particular  record 
or  portion  thereof  with  respect  to 
which  amendment  is  sought. 


f  llttJ  Agcacy  review  of  reqocet  for 
amcadiaeat  of  record. 

(a)  Requests  by  Individuals  for  the 
amendment  of  records  will  be  acknowl¬ 
edged  by  the  Executive  Secretary  of 
the  Corporation,  and  referred  to  the 
system  manager  of  the  system  of  re¬ 
cords  in  which  the  record  is  contained 
for  determination,  within  ten  business 
days  following  receipt  of  such  re¬ 
quests.  Promptly  thereafter,  the  Ex¬ 
ecutive  Secretary  will  notify  the  indi¬ 
vidual  of  the  system  manager’s  deci¬ 
sion  to  grant  or  deny  the  request  to 
amend. 

(b)  If  the  system  manager  denies  a 
request  to  amend  a  record,  the  notifi¬ 
cation  of  such  denial  shall  contain  the 
reason  for  the  denial  and  a  description 
of  the  individual’s  right  to  appeal  the 
denial  as  more  fully  set  forth  in 
1810.9. 

8S10J  Appeal  of  adverac  initial  agency 
determiution  on  access  or  amend- 
asenL 

(a)  A  system  manager’s  denial  of  an 
individual’s  request  for  access  to  or 
amendment  of  a  record  pertaining  to 
him/her  may  be  appealed  In  writing  to 
the  Board  of  Directors  of  the  Corpora¬ 
tion  within  30  business  days  following 
receipt  of  notification  of  the  denial. 
Such  an  appeal  should  be  forwarded 
to  the  Office  of  the  Executive  Secre¬ 
tary.  Records  Unit,  and  contain  all  the 
Information  specified  for  requests  for 
access  in  1 310.3  or  fw  initial  requests 
to  amend  in  1 310.7.  as  well  as- any 
other  additkmal  Information  the  in<U- 
vldual  deems  relevant  for  the  Board  of 
Director’s  consideration  of  the  appeal. 

(b)  The  Board  of  Directors  will  nor¬ 
mally  make  a  final  determination  with 
resp^  to  an  iqn^eal  made  under  this 
Part  arlthin  30  business  dasrs  following 
receipt  by  the  Office  of  the  Executive 
Secretary  of  the  appeaL  The  Board  of 
Directors  may.  however,  extend  this 
30  day  time  period  for  good  cause. 
Where  such  an  extension  is  required, 
the  individual  making  the  iq}peal  will 
be  notified  of  the  reason  for  the  ex¬ 
tension  and  the  expected  date  upon 
which  a  final  decision  wiU  be  given. 

(c)  If  the  Corporation’s  Board  of  Di¬ 
rectors  affirms  the  initial  denial  of  a 
request  for  access  or  to  amend,  it  will 
Inform  the  individual  affected  of  the 
decision,  the  reason  therefor  and  the 
right  of  Judicial  review  of  the  decision. 
In  addition,  as  pertains  to  a  request 
for  amendment,  the  individual  may  at 
that  point  submit  to  the  Corporation  a 
concise  statement  setting  forth  his  or 
her  reasons  for  disagreeing  with  the 
Corporation’s  refusal  to  amend. 

§314.19  Disdosare  of  record  to  pereoa 
other  than  the  Indhridual  to  whom  it 
pertains. 

(a)  Except  as  provided  In  paragraph 
(b)  of  this  section,  the  Corporatiem 
sdll  not  disclose  any  record  contained 


in  a  designated  system  of  records  to 
any  person  or  agency  except  sdth  the 
prior  srrltten  consent  of  the  individual 
to  whom  the  record  pertains. 

(b)  ’The  restrlctlonB  on  disclosure  in 
paragraph  (a)  of  this  section  do  not 
apply  to  any  of  the  following  disclo¬ 
sures: 

(1)  To  those  officers  and  employees 
of  the  Corporation  who  have  a  need 
for  the  duties; 

(2)  Which  is  required  under  the 
Freedom  of  Information  Act  (5  U.S.C. 
552); 

(3)  For  a  routine  use  listed  srith  re¬ 
spect  to  a  designated  system  of  re¬ 
cords; 

(4)  To  the  Bureau  of  the  Census  for 
purposes  of  planning  or  carrying  out  a 
census  or  survey  or  related  activity 
pursuant  to  the  provisions  of  Title  13 
of  the  United  States  Code; 

(5)  To  a  recipient  who  has  provided 
the  Corporation  with  advance  ade¬ 
quate  srrltten  assurance  that  the 
record  srlll  be  used  solely  as  a  statisti¬ 
cal  research  or  reporting  record,  and 
the  record  is  to  be  transferred  in  a 
form  that  is  not  individually  identifi- 
aUe; 

(6)  To  the  National  Ar^ilves  of  the 
United  States  as  a  reecHd  which  has 
sufficient  historical  or  other  value  to 
warrant  its  continued  preservation  by 
the  United  States  Government,  or  fmr 
evaluation  by  the  Administrator  of 
General  Senrices  or  his  designee  to  de¬ 
termine  whether  the  record  has  such 
value; 

(7)  To  another  agency  or  to  an  in¬ 
strumentality  of  any  governmental  Ju¬ 
risdiction  within  or  imder  the  contixri 
of  the  United  States  for  a  civil  or 
criminal  law  enforcement  activity  if 
the  activity  is  authorised  by  law,  and 
if  the  head  of  the  agency  or  instrumen¬ 
tality  has  made  a  written  request  to 
the  Corporation  specifirlng  the  par¬ 
ticular  portion  desired  and  the  law  en¬ 
forcement  activity  for  which  the 
record  is  sought; 

(8)  To  a  person  pursuant  to  a  show¬ 
ing  of  compelling  circumstances  af¬ 
fecting  the  health  or  safety  of  an  indi¬ 
vidual  If,  upon  such  dlsclosiue,  notifi¬ 
cation  is  transmitted  to  the  last  known 
address  of  such  individual; 

(9)  To  either  House  of  Congress,  or, 
to  the  extent  of  matter  within  Its  Jur- 
sldlction,  any  committee  or  subcom¬ 
mittee  thereof,  any  Joint  committee  of 
Congress  or  subcommittee  of  any  such 
Joint  committee; 

(10)  To  the  Comptroller  General,  or 
any  of  his  authorized  representatives, 
in  the  course  of  the  performance  of 
the  duties  of  the  General  Accounting 
Office;  or 

(11)  Pursuant  to  the  order  of  a  court 
of  competent  Jurisdiction. 

(c)  Any  statonent  of  disagreement 
with  the  Corporation’s  refusal  to 
amend,  filed  with  the  Corporation  by 
an  individual  pursuant  to  §310.9(0. 
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will  be  Included  in  the  disclosure  of 
any  records  under  authority  of  para¬ 
graph  (b)  of  this  section.  The  Corpora¬ 
tion  may  in  its  discretion  also  include 
a  copy  of  a  concise  statement  of  its 
reasons  for  not  making  the  requested 
amendment. 

(d)  The  Corporation  will  adhere  to 
the  following  procedures  in  the  case  of 
disclosure  of  any  record  pursuant  to 
the  authority  of  paragraphs  (bK3) 
through  (bXll)  of  this  section. 

(1)  The  Corporation  will  keep  a 
record  of  the  date,  nature  and  purpose 
of  each  such  disclosure,  as  well  as  the 
name  and  address  of  the  person  or 
agency  to  whom  such  disclosure  is 
made;  and 

(2)  The  Corporation  will  retain  and. 
with  the  exception  of  disclosures  made 
pursuant  to  paragraph  (bK7)  of  this 
section,  make  available  to  the  individ¬ 
ual  named  in  the  record  for  the  great¬ 
er  of  five  years  or  the  life  of  the 
record  all  material  compiled  under 
paragraph  (dKl)  of  this  section  with 
respect  to  disclosure  of  such  record. 

(e)  Whenever  a  record  which  has 
been  disclosed  by  the  Corporation 
under  authority  of  paragraph  (b)  of 
this  section  Is,  within  a  reasonable 
amount  of  time  after  such  disclosure, 
either  amended  by  the  Corporation  or 
the  subject  of  a  statement  of  disagree¬ 
ment,  the  Corporation  will  transmit 
such  additional  information  to  any 
person  or  agency  to  whom  the  record 
was  disclosed,  if  such  disclosure  was 
subject  to  the  accounting  require¬ 
ments  of  paragraph  (dKl)  of  this  sec¬ 
tion. 

f  310.11  Fees. 

The  Corporation,  upon  a  request  for 
records  disclosable  pursuant  to  the 
Privacy  Act  of  1974  (5  U.S.C.  552a). 
shall  charge  a  fee  of  $0.10  per  page  for 
duplicating,  except  as  follows: 

(a)  If  the  Corporation  determines 
that  it  can  grant  access  to  a  record 


only  by  providing  a  copy  of  the  record, 
no  fee  will  be  charged  for  providing 
the  first  copy  of  the  record  or  any  por¬ 
tion  thereof; 

(b)  Whenever  the  aggregate  fees 
computed  under  this  section  do  not 
exceed  $2.00  for  any  one  request,  the 
fee  will  be  deemed  waived  by  the  Cor¬ 
poration;  or. 

(c)  Whenever  the  Corporation  deter¬ 
mines  that  a  reduction  or  waiver  is 
warranted,  it  may  reduce  or  waive  any 
fees  imposed  for  furnishing  requested 
information  pursuant  to  this  section. 


1 310.12  Penalties. 

Subsection  (1X3)  of  the  Privacy  Act 
of  1974  (5  U.S.C.  552a(iX3))  Imposes 
criminal  penalties  for  obtaining  Corpo¬ 
ration  records  on  individuals  imder 
false  pretenses.  The  subsection  pro¬ 
vides  as  follows:  “Any  person  who 
knowingly  and  willfully  requests  or  ob¬ 
tains  any  record  concerning  an  individ¬ 
ual  from  an  agency  under  false  pre¬ 
tenses  shall  be  guilty  of  a  misdemean¬ 
or  and  fined  not  more  than  $5,000." 


1 310.13  Exemptions. 

(a)  Investigatory  material  compiled 
for  law  enforcement  purposes  in  the 
following  systems  of  records  is  exempt 
from  H  310.3-310.9  and  f310.10(dX2) 
of  these  rules;  provided,  however,  that 
if  any  individual  is  denied  any  right, 
privilege  or  benefit  to  which  he/she 
would  otherwise  be  entitled  under 
Federal  law.  or  for  which  he/she 
would  otherwise  be  eligible,  as  a  result 
of  the  maintenance  of  such  material, 
such  material  shall  be  disclosed  to 
such  individual,  except  to  the  extent 
that  the  disclosure  of  such  material 
would  reveal  the  identity  of  a  source 
who  furnished  information  to  the 
Government  under  an  express  promise 


that  the  identity  of  the  source  would 
be  held  in  confidence,  or,  prior  to  Sep¬ 
tember  27.  1975.  under  an  implied 
promise  that  the  identity  of  the  source 
would  be  held  in  confidence; 

FDIC/3— Bank  and  proposed  bank  irregu¬ 
larity  record  system. 

roiC/ 11— Legal  compliance  and  enforce¬ 
ment  records. 

(b)  Investigatory  material  compiled 
solely  for  the  purpose  of  determining 
suitability,  eligibility,  or  qualifications 
for  Corporation  employment  to  the 
extent  that  disclosure  of  such  material 
would  reveal  the  identity  of  a  source 
who  ftimlshed  informfition  to  the  Cor¬ 
poration  under  an  express  promise 
that  the  identity  of  the  source  would 
be  held  in  confidence,  or,  prior  to  Sep¬ 
tember  27.  1975,  under  an  implied 
promise  that  the  identity  of  the  source 
would  be  held  in  confidence,  in  the  fol¬ 
lowing  system  of  records,  is  exempt 
from  SS  310.3-310.9  and  S310.1(XdX2) 
of  these  rules; 

FDIC/l— Attorney-legal  Internal  applicant 
system. 

(c)  Testing  or  examination  material 
used  solely  to  determine  or  assess  indi¬ 
vidual  qualifications  for  appointment 
or  promotion  in  the  Corporations’  ser¬ 
vice.  the  disclosure  of  which  would 
compromise  the  objectivity  or  fairness 
of  the  testing,  evaluation,  or  examina¬ 
tion  process,  in  the  following  system 
of  records,  is  exempt  from  SS  310.3- 
310.9  and  $  310.1(KdX2)  of  these  rules: 

PCID/9— Exaxnlner  training  and  education 
records. 
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4664  Dtscloaure  of  reoord  to  a  person  other 
than  tbe  Individual  to  whom  the 
record  pertains. 

466.10  Fees. 

466.11  Penalties.  . 

466.13  Exemptions. 

AuTHoarrT:  6  n.8.C.  663a. 

S  4S5.1  Purpose  and  scope. 

These  procedures  provide  the  means 
by  which  Individuals  may  safeguard 
their  privacy  by  obtaining  access  to,  and 
requesting  amendments  or  correctloiis 
In,  Information,  If  any,  about  these  In¬ 
dividuals  which  is  under  the  c<xitrol  of 
the  National  Capital  Planning  Commis¬ 
sion  (hereafter,  the  “Commission”). 

§  455.2  Definitions. 

For  the  purpose  of  these  procedures; 

(a)  The  term  “Individual”  means  a 
citizen  of  the  United  States  or  an  alien 
lawfully  admitted  for  permanent  resi¬ 
dence; 

(b>  The  term  “maintain”  includes 
maintain,  collect,  use,  or  disseminate; 

(c)  The  term  “record”  means  any  item, 
collection  or  grouping  of  Information 
about  an  Individual  that  is  maintained 
by  the  Commission,  Including,  but  not 
limited  to,  his  or  her  payroll  Information 
and  mailing  address  and  that  contains 
his  or  her  name,  or  the  Identifying  num¬ 
ber,  symbol,  or  other  Identifying  par¬ 
ticular  assigned  to  the  Individual,  such 
as  social  security  number; 

(d)  The  term  “system  of  records” 
means  a  group  of  any  records  imder  the 
control  of  the  Commission  from  which 
Information  is  retrieved  by  the  name  of 
the  Individual  or  by  some  Identifying 
nxunber,  symbol,  or  other  identifying 
particular  assigned  to  the  Individual; 
and 


(e)  The  term  “routine  use”  means, 
with  resi)ect  to  the  disclosure  of  a  record, 
the  use  of  such  record  for  a  purpose 
which  is  compatible  with  the  purpose  for 
which  It  was  collected. 


§  455.3  Proc^urea  for  reqncslB  pertain¬ 
ing  to  individoal  records  in  a  record 
system. 

(a)  An  Individual  who  wishes  to  know 
whether  a  system  of  records  maintained 
by  the  Commission  contains  a  record  per¬ 
taining  to  him  or  her  shall  submit  a 
written  request  to  that  effect  to  the  ap¬ 
propriate  System  Manager  at  the  Com¬ 
mission.  The  System  Manager  shall, 
within  10  days  of  receipt  of  such  sub¬ 
mission,  Inform  the  Individual  whether  a 
systeni  of  records  maintained  by  the 
Commission  contains  such  a  record. 

(b)  An  Individual  who  desires  CMxess 
to  any  Identified  record  shall  file  a  re¬ 
quest  therefor,  addressed  to  the  System 
Manager  Indicating  whether  such  in¬ 
dividual  Intends  to  appear  In  person  at 
the  Commission’s  offices  or  whether  he 
or  she  desires  to  receive  a  copy  of  any 
identified  record  through  the  mail 


8  455.4  Times,  places,  and  requirements 
for  idenlificatioi.  of  individuals  mak¬ 
ing  requests. 

(a)  An  Individual  who.  In  accord  with 
I  455.3(b)  of  this  part  Indicated  that  he 
or  she  would  appear  personally  shall  do 
so  at  the  Commission’s  offices,  1325  O 
Street,  N.W.,  Washington,  D.C.,  between 
the  hours  of  8:33  AM.  and  5:00  P.M., 
Monday  through  Friday  (legal  holidays 
excluded)  and  present  a  form  of  identifi¬ 
cation,  such  as  a  valid  driver’s  license  or 
employee  identification  card,  which  will 
permit  the  System  Manager  to  verify 
that  the  Individual  Is  the  same  Individual 
as  contained  In  ths  record  requested. 

(b)  An  Individual  who,  in  accord  with 
I  455.3(b)  (ff  this  part  indicated  that  he 
or  she  desired  mail  delivery  of  a  copy 
of  the  record  shall  Include  in  the  request 
tlie  date  and  location  of  birth  of  the  in¬ 
dividual  as  suitable  proof  of  identity. 

(c)  Where  the  above  mentioned  forms 
of  Identification  are  not  feasible  or  ap¬ 
propriate,  the  Ccmunlssion  shall  request 
a  signed  statement  from  the  Individual 
asserting  his  or  her  identity  and  stipulat¬ 
ing  that  the  Individual  understands  that 
knowingly  or  willfully  seeking  or  obtain¬ 
ing  access  to  records  about  another  In¬ 
dividual  under  false  pretenses  is  punish¬ 
able  by  a  fine  of  up  to  $5,000. 
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8  455.5  Disclosure  of  requested  infor- 
•  mation  to  individuals. 

Upon  verification  of  identity,  the  Sys¬ 
tem  Matukger  shall  disclose  to  the  indi¬ 
vidual  (a)  the  information  contained 
In  the  record  which  pertains  to  that  In¬ 
dividual;  and  (b)  the  accounting  of  dis¬ 
closures  of  the  record.  If  any,  required 
by  5  U.S.C.  552a(c). 


8  455.6  Request  for  correction  or 
amendment  to  the  record. 

An  Individual  may  request  that  a 
record  pertaining  to  him  or  her  be 
amended  or  corrected.  ’The  individual 
shall  submit  any  such  request  In  accord 
with  S455.3  of  this  part  and  shall  state 
therein  the  Item  sought  to  be  amended 
and  specific  reasons  therefor. 


8  455.7  Agency  review  of  request  for 
correction  or  amendment  of  the 
record. 

Within  ten  days  of  the  receipt  of  the 
request  to  cwrect  (»*  to  amend  the  rec¬ 
ord.  the  System  Manager  will  acknowl¬ 
edge  In  wrriting  such  receipt  and  promptly 
either:  (a)  Make  any  correction  or 
amendment  of  any  p<Hrtlon  thereof  which 
the  individual  believes  is  not  accurate, 
relevant,  timely,  or  complete  and  inform 
the  Individual  of  same;  or  (b)  Inform 
the  Individual  of  his  or  her  refusal  to 
correct  or  to  amend  the  record  In  accord¬ 
ance  wdth  the  request,  the  reason  toe  the 
refusal,  and  the  procedures  established 
by  the  Commission  for  the  Individual  to 
request  a  review  of  that  refusal. 

8  455.8  Appeal  of  an  initial  adverse 
agency  determination  on  eorrection 
or  amendment  of  the  record. 

An  individual  who  disagrees  with  the 
refusal  of  the  System  Manager  to  correct 
or  to  amend  his  (mt  her  record  may  sub¬ 
mit  a  request  for  a  review  of  such  re¬ 
fusal  to  the  Chairman  of  the  Commis¬ 
sion,  1325  O  Street,  N.W..  Washington. 
D.C.  20576.  The  Chairman  will,  not  later 
than  thirty  days  frrnn  the  date  on  which 
the  individual  requests  such  review,  com¬ 
plete  such  review  and  make  a  final  de¬ 
termination  unless,  for  good  cause 
shown,  the  Chairman  extends  such  thirty 
day  period.  If,  after  his  or  her  review, 
the  Chairman  also  refuses  to  correct  or 
to  amend  the  record  in  accordance  with 
the  request,  the  Individual  may  file  with 
the  Commissiem  a  concise  statement  set¬ 
ting  forth  the  reasons  for  his  (u*  her  dls- 
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agreement  with  the  refusal  of  the  Com¬ 
mission  and  may  seek  Judicial  reriew  of 
the  Chairman's  determination  under  S 
U^.C.  552a(g)(l)(A). 

§  455.9  Pfaciowire  of  reeord  to  a  penoa 
other  the  .todividual  to  whom 

the  record  pertoiae. 

An  individual  to  whom  a  record  la 
to  be  disclosed  in  pmem  may  have  a 
person  of  his  or  her  own  choosing  accom¬ 
pany  the  individual  when  the  record  is 
disclosed. 

8  455.10  Fees. 

(a)  The  Commission  will  not  charge 
an  individual  for  the  costs  of  making  a 
search  for  a  record  or  the  costs  of  re¬ 
viewing  the  record.  When  the  Commis¬ 
sion  makes  a  copy  of  a  record  as  a  neces¬ 
sary  part  ot  the  process  of  disclosing  the 
record  to  an  individual,  the  Commission 


will  not  charge  the  Individual  tor  the 
cost  of  making  that  copy. 

(b)  If  an  individual  requests  the 
Commission  to  furnish  him  or  her  with 
a  copy  ot  the  record  (when  a  copy  has 
not  o^erwise  been  made  as  a  necessary 
part  of  the  process  ot  disclosing  the  rec¬ 
ord  to  the  individual),  the  Commission 
will  charge  a  fee  of  $0.25  per  page  (maxi¬ 
mum  per  page  diinensicHi  of  8^x12 
Inches)  to  the  extent  that  the  request 
exceeds  $5.00  in  cost  to  the  CcHnmlsslon. 
Requests  not  exceeding  $5.00  in  cost  to 
the  Commission  will  be  met  without  cost 
to  the  requester. 

6455.11  Penalties. 

Title  18  J7JS.C.,  sec.  1001,  CTrimes  and 
Criminal  Procedures,  makes  it  a  crimi¬ 
nal  offense,  subject  to  a  maximum  line 
of  $10,000  or  Imprismunent  for  not  more 
than  five  years  or  both,  to  knowingly 


and  willfully  make  or  cause  to  be  made 
any  false  or  fraudulent  statements  or 
representations  in  any  matter  within  the 
Jurisdiction  of  any  agency  of  the  United 
States.  Section  552a(l)  ($)  of  the  Privacy 
Act  (5  UB.C.  552a(l)(3)),  makes  it  a 
misdemeanor,  subject  to  a  maximum  fine 
of  $5,000,  to  knovdngly  and  wWully  re¬ 
quest  or  obtain  any  record  concerning 
an  individual  under  false  pretenses.  Sec¬ 
tion  552a(i)  (1)  and  (2)  of  the  Privacy 
Act  (5  UB.C.  552a(l)  (1)  and  (2))  pro¬ 
vide  penalties  for  violations  by  agency 
employees  of  the  Privacy  Act  or  regula¬ 
tion  established  thereunder. 

§  455.12  ExempiioBt. 

No  Commission  records  sirstem  is  ex¬ 
empted  from  the  provisions  of  5  U.8.C. 
552a  as  permitted  under  certain  condi¬ 
tions  by  5  UB.C.  552a  (J)  and  (k) . 
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CHAfTf  R  VII— NATIONAl  CREDIT 
UNION  ADMINISTRATION 

PART  720— DISaOSURE  OF  OFFICIAL 
RECORDS  AND  INFORMATION 

lufcyrt  A  at  OtodMur*  Under  S 

aS.CS52 


Sgbftfl  t  fwIncHnn  nf  Mvney  nf  indhrtdwl 
Knenrd*  Under  5  U.t.C  SSSe 

Sec.  ‘ 

720.20  Purpose  and  scope.* 

720.21  Definitions 

720.22  Procedures  for  requests  pertaining  to 
individual  records  in  a  system  of  records. 

720.23  Time,  place,  and  requirements  for 
identification  of  individuals  making  re¬ 
quests. 

720.24  Notice  of  existence  of  records,  access 
decisions  and  provision  of  access;  time 
limits. 

720.25  Special  procedures;  medical  records. 

720.26  Requests  for  correction  or  amend¬ 
ment  to  a  record;  administration  review 
of  requests. 

720.27  Appeal  of  initial  adverse  determina¬ 
tion  on  correction  or  amendment. 

720.28  Dlsclosusre  of  record  to  person  other 
than  the  Individual  to  whom  it  pertains. 

720.26  Accounting  for  disclosures. 

720.30  Requests  for  accounting  of  disclo¬ 
sures. 

720.31  Emergency  disclosures. 

720.32  Collection  of  Information  from  indi¬ 
viduals;  Information  forms. 

720.33  Contracting  for  the  operation  of  a 
system  of  records. 

720.34  Fees. 

720.35  Exemptions. 

720.36  Security  of  systems  of  records. 

720.37  Use  and  collection  of  Social  Security 
numbers. 

720.38  Employee  standards  of  conduct  with 
regard  to  privacy. 

Authority:  Sec.  120,  73  Stat.  635  (12 
U.S.C.  1766)  and  Sec.  209.  84  SUt.  1014  (12 
UJB.C.  1789). 

S  720.20  Purpose  and  scope. 

(a)  This  subpart  contains  the  regula¬ 
tions  of  the  National  Credit  Union  Ad¬ 
ministration  implementing  the  Privacy 
Act  of  1974.  Pub.  L.  93-579.  The  regu¬ 
lations  apply  to  all  records  which  are 
maintained  by  the  Administration, 
'contain  information  about  an  individ¬ 
ual  including  some  means  of  identify¬ 
ing  the  individual  and  are  contained  in 
a  system  of  records,  from  which  infor¬ 
mation  Is  retrieved  by  use  of  an  identi¬ 
fying  particular.  The  regulations  set 


forth  procedures  whereby  individuals 
may  seek  and  gain  access  to  records 
concerning  themselves  and  request 
amendments  of  those  re<»>rds.  The 
regulations  also  set  forth  require¬ 
ments  applicable  to  Administration 
employees  maintaining  collecting, 
using  or  disseminating  such  records. 

(b)  The  Assistant  Administrator  for 
Administration,  with  advice  from  the 
Oeneral  Counsel,  shall  be  responsible 
for  training  employees  of  the  Adminis¬ 
tration  in  the  obligations  imposed  by 
the  Privacy  Act  of  1974  and  these  reg¬ 
ulations. 

S  720.21  Definitiona. 

For  purposes  of  this  subpart; 

"Administration"  means  the  Nation¬ 
al  Credit  Union  Administration: 

"Administrator"  means  the  adminis¬ 
trator  of  the  National  Credit  Union 
Administration; 

"Individual"  means  a  citizen  of  the 
United  States  or  an  alien  lawfully  ad¬ 
mitted  for  permanent  residence; 

"Maintain"  includes  nmintain.  col¬ 
lect  use.  or  disseminate; 

"Re(X)rd"  means  any  item,  collection 
or  grouping  of  information  about  an 
individual  that  is  maintained  by  the 
Administration,  and  that  contains  his 
name  or  an  identlf3ing  number, 
symbol,  or  other  identifying  particular 
assigned  to  the  individual; 

"System  of  records"  means  a  group 
of  any  re(»rds  under  the  control  of 
the  Administration  from  which  infor¬ 
mation  is  retrieved  by  the  name  of  the 
individual  or  by  some  identifying 
number,  sirmbol.  or  other  identifying 
particular  assigned  to  the  individual: 
and 

"Routine  use”  means,  with  respect 
to  the  disclosure  of  a  record,  the  use 
of  such  record  for  a  purpose  which  is 
compatible  with  the  purpose  for  which 
it  was  collected. 

§720J!2  Procedures  for  requests  pertain¬ 
ing  to  individual  records  in  a  system  of 
records. 

(a)  An  individual  seeking  notifica¬ 
tion  of  whether  a  system  of  records 
contains  a  re(x>rd  pertaining  to  him  or 
an  individual  seeking  access  to  infor¬ 
mation  or  records  pertaining  to  him 
which  is  available  under  the  Privacy 
Act  of  1974  shall  present  his  request  in 
person  or  in  writing  to  the  Administra¬ 
tion  official  identified  in  the  access 
procedure  section  of  the  "Notice  of 
Records  Systems"  published  in  the 


Federal  Register  which  describes  the 
system  of  records  to  which  the 
individual’s  request  relates. 

(b)  In  addition  to  meeting  the  identi¬ 
fication  requirements  set  forth  in 
1720.23,  individuals  seeking  notifica¬ 
tion  or  access,  either  in  person  or  by 
mail,  shall  describe  the  nature  of  the 
records  sought,  the  approximate  dates 
covered  by  the  record,  and  the  system 
in  which  it  is  thought  to  be  included, 
as  described  in  the  “Notices  of  Re¬ 
cords  Systems”  published  in  the  Fed¬ 
eral  Register. 

$720.23  Times,  places,  and  requirements 
for  identification  of  individuals 
making  requests  and  identification  of 
records  requested. 

(a)  The  following  minimum  stan¬ 
dards  are  applicable  to  any  individual 
who  submits  a  request  under  $  720.22: 

(1)  An  individual  seeking  kccess  to 
records  about  himself  in  person  may 
establish  his  identity  by  the  presenta¬ 
tion  of  a  single  document  bearing  a 
photograph  (such  as  a  passport  or 
identification  badge)  or  by  the  presen¬ 
tation  of  two  items  of  identification 
which  do  not  bear  a  photograph  but 
do  bear  both  a  name  and  address  (such 
as  a  driver’s  license  or  credit  card); 

(2)  An  individual  seeking  access  to  re- 
(x>rds  about  himself  by  mail  shall  es¬ 
tablish  his  identity  by  a  signature,  ad¬ 
dress,  date  of  birth,  employee  identifi¬ 
cation  number  if  any.  and  one  other 
identifier  such  as  a  photo(»py  of 
driver’s  license  or  other  d(x;ument;  and 

(3)  An  indlvrldual  seeking  access  to 
records  about  himself  by  mail  or  in 
person  who  cannot  provide  the  re¬ 
quired  d(xnunentation  of  identification 
may  provide  a  notarized  statement; 
swearing  or  affirming  to  his  identity 
and  to  the  fact  that  he  understands 
the  penalties  for  false  statements  pur¬ 
suant  to  18  U.8.C.  1001. 

(b)  The  parent  or  guardian  of  a 
minor  or  a  person  Judicially  determined 
to  be  incompetent  shall,  in  addition  to 
establishing  the  identity  of  the  minor 
or  other  person  he  represents  as  re¬ 
quired  in  paragraph  (a)  of  this  section, 
establish  his  own  parentage  or  guar¬ 
dianship  by  furnishing  a  copy  of  a 
birth  certificate  showing  parentage  or 
a  court  order  establishing  the  guardian¬ 
ship. 

(c)  An  individual  seeking  to  review 
records  about  himself  may  be  accom¬ 
panied  by  another  person  of  his  own 
choosing.  In  such  cases,  the  individual 
seeking  access  shall  be  required  to  fur- 
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nlsh  a  written  statement  authorising 
the  discussion  of  that  individual’s  re¬ 
cords  in  the  accompanying  person’s 
presence. 

(d)  In  addition  to  the  requirements 
set  forth  In  paragraph  (a)  and  (b)  of 
this  section,  the  published  “Notice  of 
System  of  Records’’  for  Individual  sys¬ 
tems  may  include  further  require¬ 
ments  of  identification  where  neces¬ 
sary  to  retrieve  the  Individual  record 
from  the  sirstem. 

8  720  Notice  of  existence  of  records, 
access  decisions  and  disciosure  of  re¬ 
quested  information:  time  limits. 

(a)  The  adminstration  official  Identi¬ 
fied  in  the  record  access  procediu%  sec¬ 
tion  of  the  “Notice  of  Records  Sys¬ 
tems”  and  identified  in  accordance 
with  9  720.23(d),  by  an  individual  seek¬ 
ing  notification  of,  or  access  to,  a 
record,  shall  be  responsible  to  (1)  de¬ 
termine  whether  such  a  record  exists, 
(2)  determine  whether  accesss  is  avail¬ 
able  under  the  Privacy  Act,  (3)  notify 
the  requesting  individual  of  those  de¬ 
terminations,  and  (4)  provide  access  to 
information  determined  to  be  avail¬ 
able.  In  cases  where  the  Administra¬ 
tion  Official  identified  in  the  above 
sentence  is  the  Assistant  Administra¬ 
tor  for  Administration  (or  Secmity  Of¬ 
ficer)  he  shall  designate  one  or  more 
of  his  assistants  as  being  responsible 
for  carrying  out  the  requirements  of 
this  section.  In  the  case  of  an  individ¬ 
ual  access  request  made  in  person,  in¬ 
formation  determined  to  be  available 
shall  be  provided  by  allowing  a  person¬ 
al  review  of  the  record  or  portion  of  a 
record  containing  the  information  re¬ 
quested  and  determined  to  be  avail¬ 
able.  and  the  individual  shall  be  al¬ 
lowed  to  have  a  copy  of  all  or  any  por¬ 
tion  of  available  information  made  in 
a  form  comprehensible  to  him.  In  the 
case  of  an  individual  access  request 
made  by  mail,  information  determined 
to  be  available  shall  be  provided  by 
mail,  unless  the  individual  has  re¬ 
quested  otherwise.  If  access  is  denied 
because  of  an  exemption,  the  individ¬ 
ual  shall  be  notified  that  he  may 
appeal  that  determination  to  the  As¬ 
sistant  Administrator  for  Adminstra¬ 
tion  within  thirty  6a,ys  after  receipt  of 
the  determination.  Such  appeals  shall 
be  determined  within  thirty  days. 

(b)  The  following  time  limits  shall 
be  applicable  to  the  required  determi¬ 
nations,  notification  and  provision  of 
access  set  forth  in  paragraph  (a)  of 
this  section: 

(1)  Requests  concerning  a  single 
system  of  records  which  do  not  require 
consultation  with  or  requisition  of  re¬ 
cords  from  another  agency  shall  be  re¬ 
sponded  to  within  20  working  days 
after  receipt  of  the  receipt; 

(2)  Requests  requiring  rquisition  of 
records  from  or  consultation  with  an¬ 
other  agency  shall  be  responded  to 
within  10  working  days  after  such  req¬ 


uisition  of  the  required  consultation. 
Such  required  requisition  or  oonsula- 
tion  shall  be  initiated  within  10  work¬ 
ing  days  after  receipt  of  the  request; 
and 

(3)  If  a  request  under  paragnqjh  (b) 
(1)  or  (2)  of  this  section  presents  un¬ 
usual  difficulties  in  determining 
whether  the  records  involved  are 
exempt  from  disclosure,  the  Assistant 
Administrator  for  Administration 
may,  upon  written  request  of  the  offi¬ 
cial  responsible  for  action  upon  the 
record  request,  extend  the  time  period 
established  by  these  regulations  for  an 
additional  15  working  days. 

(c)  Nothing  in  this  section  shall  be 
construed  to  allow  an  individual  access 
to  any  information  compiled  in  reason¬ 
able  anticipation  of  a  civil  action  or 
proceeding  or  any  information 
exempted  from  the  provisions  of  5 
U.S.C.  552a(d)  pursuant  to  5  U.S.C. 
552a  (j)  or  (k). 

9  720.25  Special  procedures:  Information 
himished  by  other  agencies;  medical 
records. 

(a)  When  records  or  information 
sought  from  the  Administration  in¬ 
clude  information  ftimished  by  other 
Federal  agencies,  the  Administration 
official  responsible  for  action  on  the 
request  shall  consult  with  the  appro¬ 
priate  agency  prior  to  making  a  deci¬ 
sion  to  disclose  or  refuse  the  record 
but  the  decision  whether  to  disclose 
the  record  shall  be 'made  in  the  first 
instance  by  the  Administration  offi¬ 
cial. 

(b)  When  an  individual  requests 
medical  records  concerning  himself, 
the  Administration  official  responsible 
for  action  on  the  request  may  advise 
the  individual  that  the  records  will  be 
provided  only  to  a  physician  designat¬ 
ed  in  writing  by  the  individual.  Upon 
receipt  of  the  designation  and  upon 
proper  verification  of  identity,  the  Ad¬ 
ministration  official  shall  permit  the 
phirsician  to  review  the  records  or  to 
receive  copies  of  the  records  by  mail. 
The  determination  of  which  records 
should  be  made  available  directly  to 
the  individual  and  which  records 
should  not  be  disclosed  directly  be¬ 
cause  of  possible  harm  to  the  individ¬ 
ual  shall  be  made  by  the  Administra¬ 
tion  official  responsible  for  action  on 
the  request. 

9  720.26  RequeaU  for  correction  or 
amendment  to  record;  administration 
review  of  requests. 

(a)  An  individual  may  request 
amendment  of  a  record  concerning 
himself  by  addressing  his  request, 
either  in  person  or  by  mail,  to  the  Ad¬ 
ministration  official  identified  in  the 
record  contest  procedure  section  of 
the  “Notice  of  Records  Systems”  pub¬ 
lished  in  the  Fedkrai.  Register  and  de¬ 
scribing  the  system  of  records  which 
contains  the  record  which  the  individ¬ 


ual  wishes  to  request  amendment  of. 
'The  request  must  indicate  the  particu¬ 
lar  record  involved,  the  nature  of  the 
correction  sought,  and  the  Justifica¬ 
tion  for  the  correction  or  amendment. 
In  cases  where  the  Administration  of¬ 
ficial  deeciibed  in  the  above  sentence 
is  the  Assistant  Administrator  for  Ad¬ 
ministration  (or  Security  Officer),  he 
shall  designate  one  of  his  assistants, 
such  as  the  Deputy  Assistant  Adminis¬ 
trator.  as  the  official  responsible  for 
carrying  out  the  requirements  of  this 
section.  Requests  made  by  mail  should 
be  addressed  to  the  responsible  Ad¬ 
ministration  official  at  the  address 
specified  in  the  “Notice  of  Records 
System”  describing  the  system  of  re¬ 
cords  which  contains  the  contested 
record. 

(b)  Within  ten  working  days  of  re¬ 
ceipt  of  the  request,  the  appropriate 
Administration  official  shall  advise 
the  individual  that  his  request  has 
been  received.  'The  appropriate  Admin¬ 
istration  official  shall  then  promptly, 
and  under  normal  circumstances,  not 
later  than  thirty  working  days  after 
receipt  of  the  request,  either  advise 
the  individual  that  the  record  is  to  be 
amended  or  corrected  or  Inform  the 
individual  of  his  refusal  to  amend  the 
record,  the  reason  for  the  refusal,  and 
the  procedures  established  by  9  720.27 
for  the  individual  to  request  a  review 
of  that  refusal. 

9  720.27  Appeal  of  initial  adverse  determi¬ 
nation  on  correction  or  amendment 

(a)  A  refusal,  in  whole  or  in  part,  to 
amend  or  correct  a  record  may  be  ap¬ 
pealed  to  the  Assistant  Administrator 
for  Administration  within  30  working 
days  of  receipt  of  notice  of  the  refusal. 
Appeals  shall  be  In  writing,  shall  set 
forth  the  specific  item  of  information 
sought  to  be  corrected  and  the  docu¬ 
mentation  Justifjring  the  correction. 
Appeals  shall  be  addressed  to  the  Ad¬ 
ministrator,  National  Credit  Union  Ad¬ 
ministration,  2025  M  Street,  NW., 
Washington,  D.C.  20456;  attention  As¬ 
sistant  Administrator  for  Administra¬ 
tion.  Appeals  shall  be  decided  within 
thirty  working  days  of  their  receipt 
unless  the  Administrator  shall,  for 
good  cause,  shown,  extend  such  period 
for  an  additional  thirty  working  days. 

(b)  Within  the  time  limits  set  forth 
in  paragraph  (a)  of  this  section,  the 
Assistant  Administrator  for  Adminis¬ 
tration  shall  either  advise  the  individ¬ 
ual  of  his  decision  to  amend  or  correct 
the  record  or  advise  the  individual  of 
his  determination  that  an  amendment 
or  correction  is  not  warranted  on  the 
facts,  in  which  case  he  shall  advise  the 
individual  of  his  right  to  provide  for 
the  record  a  “Statement  of  Disagree¬ 
ment”  and  of  his  right  to  Judicial 
review  pursuant  to  the  ravacy  Act  of 
1974. 

(c)  Statements  of  Disagreement  may 
be  furnished  by  the  individual  within 
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SO  days  of  the  date  of  receipt  of  the 
notice  of  refusal  of  the  Assistant  Ad¬ 
ministrator  for  Administration  to  au¬ 
thorise  correction.  They  shall  be  ad¬ 
dressed  to  the  Administrator,  National 
Credit  Union  Administration,  2025  M 
Street.  N.W..  Washington.  D.C.  20456; 
attention.  Assistant  Administrator  for 
Administration.  Upon  receipt  of  a 
statement  of  disagreement  in  accor¬ 
dance  with  this  section,  the  Assistant 
Administrator  for  Administration 
shall  take  steps  to  insure  that  the 
statement  is  included  in  the  system  or 
systems  of  records  which  contain  the 
disputed  item  and  that  the  original 
item  is  so  marked  to  indicate  that 
there  Is  a  statement  of  dispute  and 
where,  within  the  system  of  records, 
that  statement  may  be  found. 

(d)  When  a  record  has  been  amend¬ 
ed  or  corrected  or  a  statement  of  dis¬ 
agreement  has  been  furnished,  the 
system  manager  for  the  systbm  of  re¬ 
cords  which  contains  the  record  shall, 
within  thirty  days  thereof,  advise  all 
prior  recipients  of  information  to 
which  the  amendment  or  statement  of 
disagreement  relates  whose  identity 
can  be  determined  by  an  accoimtlng 
made  as  required  by  the  Privacy  Act  of 
1974  or  any  other  accounting  previous¬ 
ly  made,  of  the  amendment  or  state¬ 
ment  of  disagreement.  When  a  state¬ 
ment  of  disagreement  has  been  fur¬ 
nished.  the  system  manager  shall  also 
provide  any  subsequent  recipient  of  a 
disclosure  containing  information  to 
which  the  statement  relates  with  a 
copy  of  the  statement  and  note  the 
disputed  portion  of  the  Information 
disclosed.  A  concise  statement  of  the 
reasons  for  not  making  the  requested 
amendments  may  also  be  provided  if 
deemed  iq)propriate. 

(e)  In  the  case  of  any  impeal  made 
imder  this  section  and  related  to  per¬ 
sonnel  records  which  the  Administra¬ 
tion  maintains  pursuant  to  specific  re¬ 
quirements  or  authorization  by  the 
Civil  Service  Commission  or  pursuant 
to  a  recordkeeping  requirement  of  the 
Federal  Personnel  Manual,  the  appeal 
shall  be  forwarded,  after  consideration 
by  the  Assistant  Administrator  for  Ad¬ 
ministration.  to  the  Civil  Service  Com¬ 
mission  for  a  final  determination  in 
accordance  with  Civil  Service  Commis¬ 
sion  regulations. 

1720.28  Disclosure  of  record  to  person 
other  than  the  individual  to  whom  it 
pertains. 

No  record  or  item  of  information 
concerning  an  individual  which  is  con¬ 
tained  in  a  system  of  records  main¬ 
tained  by  the  Administration  shall  be 
disclosed  by  any  means  of  communica¬ 
tion  to  any  person,  or  to  another 
agency,  without  the  prior  written  con¬ 
sent  of  the  individual  to  whom  the 
record  or  item  of  information  pertains, 
unless  the  disclosure  would  be¬ 
ta)  To  an  employee  of  the  Adminis¬ 
tration  who  has  a  need  for  the  record 
in  the  performance  of  his  duties; 


(b)  Required  by  the  Freedom  of  In¬ 
formation  Act; 

(c)  For  a  routine  use  as  described  in 
the  “Notice  of  Records  System,”  pub¬ 
lished  In  the  Fkdehal  Rboistir.  which 
describes  the  system  of  records  in 
which  the  record  or  item  of  informa¬ 
tion  Is  contained; 

(d)  To  the  Bureau  of  the  Census  for 
purposes  of  planning  or  carrying  out  a 
census  or  survey  or  related  activity 
pursuant  to  the  provisions  of  Title  13 
of  the  United  States  Code;, 

(e)  To  a  recipient  who  lias  provided 
the  Administration  with  advance  ade¬ 
quate  written  assurance  that  the 
record  or  item  will  be  used  soley  as  a 
statistical  research  or  reporting 
record,  and  the  record  Is  to  be  trans¬ 
ferred  in  a  form  that  is  not  individual¬ 
ly  identifiable; 

(f)  To  the  National  Archives  of  the 
United  States  as  a  record  or  item 
which  has  sufficient  historical  or 
other  value  to  warrant  its  continued 
preservation  by  the  United  States 
Oovemment,  or  for  evaluation  by  the 
Administrator  of  the  General  Services 
or  his  designee  to  determine  whether 
the  record  has  such  value; 

(g)  To  another  agency  or  to  an  in¬ 
strumentality  of  any  governmental  Ju¬ 
risdiction  within  or  imder  the  control 
of  the  United  States  for  a  civil  or 
criminal  law  enforcement  activity  if 
the  activity  is  authorized  by  law,  and 
if  the  head  of  the  agency  or  instru¬ 
mentality  has  made  a  written  request 
to  the  Adminstratlon  specifsring  the 
particular  portion  desired  and  the  law 
enforcement  activity  for  which  the 
record  or  item  Is  sought; 

(h)  To  a  person  pursuant  to  a  show¬ 
ing  of  compelling  circumstances  af¬ 
fecting  the  health  or  safety  of  an  indi¬ 
vidual  If  upon  such  disclosure  notifica¬ 
tion  is  transmitted  to  the  last  known 
address  of  such  individual; 

(i)  To  either  House  of  Congress,  or, 
to  the  extent  of  matter  within  its  Ju¬ 
risdiction,  any  committee  or  subcom¬ 
mittee  thereof,  any  Joint  committee  of 
Congress  or  subcommittee  of  any  such 
Joint  committee; 

(J)  To  the  Comptroller  General,  or 
any  of  his  authorized  representatives, 
in  the  course  of  the  performance  of 
the  duties  of  the  General  Accounting 
Office;  or 

(k)  Pursuant  to  the  order  of  a  court 
of  competent  Jurisdiction. 

S  720 J9  Acconntiiig  for  diMiosures. 

(a)  Each  system  manager  identified 
in  the  “Notice  of  Records  Systems”  as 
published  in  the  Federal  Register  for 
each  ssrstem  of  records  maintained  by 
the  Administration,  shall  establish  a 
system  of  accounting  for  all  disclo¬ 
sures  of  information  or  records  con¬ 
cerning  individuals  and  contained  in 
the  system  of  records,  made  outside 
the  Administration.  Accoimtlng  proce¬ 
dures  may  be  established  in  the  least 


expensive  and  most  convenient  form 
that  will  permit  the  system  manager 
to  advise  individuals,  promptly  upon 
request,  of  the  persons  or  agencies  to 
which  records  concerning  them  have 
been  disclosed. 

(b)  Accounting  records,  at  a  mini¬ 
mum,  shall  include  the  information 
disclosed,  the  name  and  address  of  the 
person  or  agency  to  whom  disclosure 
was  made,  and  the  date  of  disclosure. 
When  records  are  transferred  to  the 
National  Archives  and  Records  Service 
for  storage  in  records  centers,  the  ac¬ 
counting  pertaining  to  those  records 
shall  be  transferred  with  the  records 
themselves. 

(c)  Any  accounting  made  under  this 
section  shall  be  retained  for  at  least 
five  years  or  the  life  of  the  record, 
whichever  is  longer,  after  the  disclo¬ 
sure  for  which  the  accounting  is  made. 

f  720 JO  Requests  for  accounting  for  dis¬ 
closures. 

At  the  time  of  his  request  for  access 
or  correction  or  at  any  other  time,  an 
individual  may  request  an  accounting 
of  disclosures  made  of  his  record  out¬ 
side  the  Administration.  Requests  for 
accounting  shall  be  directed  to  the 
system  manager.  Any  available  ac¬ 
counting,  whether  kept  in  accordance 
with  the  requirements  of  the  Privacy 
Act  or  under  procedures  established 
prior  to  September  27.  1975,  shall  be 
made  available  to  the  individual 
except  that  an  accounting  need  not  be 
made  available  if  it  relates  to:  (a)  A 
disclosure  made  pursuant  to  the  Free¬ 
dom  of  Information  Act.  5  UB.C.  552; 
(b)  a  disclosure  made  within  the  Ad¬ 
ministration;  (c)  a  disclosure  made  to  a 
law  enforcement  agency  pursuant  to  5 
UB.C.  552a(bK7);  (d)  a  disclosure 
which  has  been  exempted  from  the 
provisions  of  5  UJS.C.  552a(cX3)  pursu¬ 
ant  to  5  UB.C.  552a  (J)  or  (k).  ^ 

S  729.31  Emergency  diseloaurct. 

If  the  information  concerning  an  in¬ 
dividual  and  contained  in  a  system  of 
records  has  been  disclosed  to  any 
person  under  compelling  circum¬ 
stances  affecting  health  or  safety,  the 
individual  shall  be  notified  at  his  last 
known  address  within  5  days  of  the 
disclosure.  Notification  shall  include 
the  following  information;  the  nature 
of  the  information  disclosed,  the 
person  or  agency  to  whom  it  was  dis¬ 
closed.  the  date  of  the  disclosure,  and 
the  compelling  circumstances  Justify¬ 
ing  the  disclosure.  Notification  shall 
be  given  by  the  officer  who  made  or 
authorized  t^e  disclosure. 

S720J2  Collection  of  information  from 
individnals;  information  forms. 

(a)  The  system  manager,  as  identi¬ 
fied  in  the  “Notice  of  Records  Sys¬ 
tems”  published  in  the  Federal  Regis¬ 
ter  for  each  system  of  records  main¬ 
tained  by  the  Administration,  shall  be 
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responsible  for  reviewing  all  forms  de¬ 
veloped  and  used  to  collect  informa¬ 
tion  from  or  about  Individuals  for  in¬ 
corporation  into  the  system  of  records. 

(b)  The  purpose  of  the  review  shall 
be  to  eliminate  any  requirement  for 
Information  that  is  not  relevant  and 
necessary  to  carry  out  an  Administra¬ 
tion  function  and  to  accomplish  the 
following  objectives: 

(1)  To  insure  that  no  Information 
concerning  religion,  political  beliefs  or 
activities,  association  memberships 
(other  than  those  required  for  a  pro¬ 
fessional  license),  or  the  exercise  of 
other  First  Amendment  rights  is  re¬ 
quired  to  be  disclosed  unless  such  re¬ 
quirement  of  disclosure  is  expressly 
authorized  by  statute  or  is  pertinent 
to  and  within  the  scope  of  any  autho¬ 
rized  law  enforcement  activity; 

(2)  To  insure  that  the  form  or  ac¬ 
companying  statement  makes  clear  to 
the  individual  which  information  he  is 
required  by  law  to  disclose  and  the  au¬ 
thority  for  that  requirement  and 
which  information  is  voluntary; 

(3)  To  insure  that  the  form  or  ac¬ 
companying  statement  states  clearly 
the  principal  purpose  or  purposes  for 
which  the  information  is  being  collect¬ 
ed.  and  states  concisely  the  routine 
uses  that  will  be  made  of  the  informa¬ 
tion. 

(4)  To  insure  that  the  form  or  ac¬ 
companying  statement  clearly  indi¬ 
cates  to  the  individual  the  effect  in 
terms  of  rights,  benefits  or  privileges 
of  not  providing  all  or  part  of  the  re¬ 
quested  information;  and 

(5)  To  insure  that  any  form  request¬ 
ing  disclosure  of  a  Social  Security 
Number,  or  an  accompanying  state¬ 
ment,  clearly  advises  the  individual  of 
the  statute  or  regulation  requiring  dis¬ 
closure  of  the  number  or  clearly  ad¬ 
vises  the  individual  that  disclosure  is 
voluntary  and  that  no  consequence 
will  flow  from  his  refusal  to  disclose  it, 
and  the  uses  that  will  be  made  of  the 
number  whether  disclosed  man(iatori- 
ly  or  voluntarily. 

(c)  Any  form  which  does  not  meet 
the  objectives  specified  in  the  Privacy 
Act  and  this  section,  shall  be  revised 
to  conform  thereto.  If  revision,  print¬ 
ing  and  distribution  cannot  be  accom¬ 
plished  prior  to  September  27,  1975.  a 
separate  statement  shall  be  prepared 
to  accompany  each  form  advising  the 
individual  that  the  form  is  not  in  com¬ 
pliance  with  the  Privacy  Act  and  speci¬ 
fying  the  portions  thereof  which  are 
not  in  compliance.  The  statement 
shall  include  all  the  information  nec¬ 
essary  to  accomplish  the  objectives 
specified  in  the  Privacy  Act  and  this 
section. 

i  720.33  Contracting  for  the  operating  of  a 
system  of  records. 

(a)  No  component  of  the  Administra¬ 
tion  shall  contract  for  the  operation  of 
a  record  system  by  or  on  behalf  of  the 


agency  without  the  express  approval 
of  the  Administrator. 

(b)  Any  contract  which  is  approved 
shall  contain  the  standard  contract  re¬ 
quirements  promulgated  by  the  Gen¬ 
eral  Services  Administration  to  insure 
compliance  with  the  requirements  im¬ 
posed  by  the  Privacy  Act  of  1974.  The 
contracting  component  shall  have  the 
responsibility  for  insuring  that  the 
contractor  complies  with  the  contract 
requirements  relating  to  privacy. 

S720g4  Fees. 

(a)  Fees  pursuant  to  5  U.S.C. 
552a(fX5)  shall  be  assessed  for  actual 
copies  of  records  provided  to  individ¬ 
uals  on  the  following  basis,  unless  the 
Administration  official  determining 
access  waives  the  fee  because  of  the  in¬ 
ability  of  the  individual  to  pay: 

(1)  For  actual  copies  of  documents. 
$0.25  per  page;  and 

(2)  For  copying  information,  if  any. 
maintained  in  uncommon  or  nondocu¬ 
ment  form,  the  direct  cost  to  the  Ad¬ 
ministration  may  be  assessed  but  only 
if  the  individual  has  been  notified  of 
the  cost  before  it  is  incurred. 

(b)  Where  it  is  anticipated  that 
access  fees  chargeable  under  this  sec¬ 
tion  will  amount  to  more  than  $25. 
and  the  individual  has  not  indicated  in 
advance  his  willingness  to  pay  fees  as 
high  as  are  anticipated,  the  individual 
shall  be  notified  of  the  amount  of  the 
anticipated  fees  before  copies  are 
made,  and  the  individual’s  access  re¬ 
quest  shall  not  be  considered  to  have 
been  received  until  receipt  by  the  Ad¬ 
ministration  of  his  written  agreement 
to  pay. 

S  720 J5  Exemptions. 

(a)  The  Administration  maintains 
three  systems  of  records  which  are 
exempted  from  some  of  the  provisions 
of  the  Privacy  Act  of  1974.  In  para¬ 
graphs  (b)  and  (c)  of  this  section, 
those  systems  of  records  are  identified 
(by  System  Name  and  System  Number 
as  stated  in  the  Administration’s 
“Notice  of  Systems  of  Records,”  pub¬ 
lished  in  the  Federal  Register)  and 
the  provisions  from  which  each  system 
is  exempted  and  the  reasons  therefor 
are  set  forth. 

(b)  Ssrstem  NCUA-2,  entitled  “Feder¬ 
al  Employee  Security  Investigations 
Containing  Adverse  Information." 
consists  of  adverse  information  about 
Administration  employees  which  has 
been  obtained  as  a  result  of  routine 
Civil  Service  Commission  security  in¬ 
vestigations.  System  NC^A-17,  enti¬ 
tled  “Security  Clearance  Records  Con¬ 
cerning  NCUA  Personnel  Who  Occupy 
Critical  Sensitive  Positions.”  consists 
of  records  obtained  as  a  result  of  in¬ 
vestigations  conducted  by  the  Civil 
Service  Commission  and/or  the  Feder¬ 
al  Bureau  of  Investigation  to  deter¬ 
mine  qualifications  of  NCUA  officials 
for  security  clearances.  To  the  extent 


that  the  Administration  maintains  re¬ 
cords  in  either  of  these  systems  pursu¬ 
ant  to  Civil  Service  Commission  guide¬ 
lines  which  require  or  may  require  re¬ 
trieval  of  information  by  use  of  indi¬ 
vidual  identifiers,  those  records  are  en¬ 
compassed  by  and  included  in  the  Civil 
Service  Commission’s  Government 
Wide  System  of  Records  Number  4. 
entitled  “Personnel  Investigations  Re¬ 
cords.”  and  thus  are  subject  to  the  ap¬ 
plicable  specific  exemptions  promul¬ 
gated  by  the  Commission  at  5  C  J'.R. 
297.117.  Additionally,  in  order  to 
ensure  the  protection  of  properly  con¬ 
fidential  sources,  particularly  as  to 
those  records  which  are  not  main¬ 
tained  pursuant  to  such  Civil  Service 
Commission  requirements,  the  records 
in  these  systems  of  records  are 
exempted,  pursuant  to  section  k(5)  of 
the  Act  (5  U.S.C.  552a(kK5)),  from  sec¬ 
tion  (d)  of  the  Act  (5  UB.C.  552a(d)). 
As  a  result,  to  the  extent  that  cUsido- 
sure  of  a  record  would  reveal  the  iden¬ 
tity  of  a  confidential  source  the  Ad¬ 
ministration  need  not  grant  access  to 
that  record  by  its  subject.  Information 
which  would  reveal  a  confidential 
source  shall,  however,  whenever  possi¬ 
ble,  be  extracted  or  summarized  in  a 
manner  which  protects  the  source  and 
the  summary  or  extract  shall  be  pro¬ 
vided  to  the  requesting  individual. 

(c)  System  NCUA-4.  entitled  “Inves¬ 
tigative  Reports  Involving  Possible 
Felonies  and/or  Violations  of  the  Fed¬ 
eral  Credit  Union  Act,”  consists  of  a 
limited  number  of  records  about  indi¬ 
viduals  suspected  of  involvement  in 
felonies  or  infractions  imder  the  Fed¬ 
eral  Credit  Union  Act  (12  UB.C.  1751, 
et  seq.).  These  records  are  maintained 
in  an  overall  context  of  general  inves¬ 
tigative  information  concerning  crimes 
against  credit  unions,  the  bulk  of 
which  does  not  pertain  to  and  is  not 
identifiable  to  individual  persons.  To 
the  extent  that  individually  identifi¬ 
able  information  is  maintained,  how¬ 
ever,  for  purposes  of  protecting  the  se¬ 
curity  of  any  investi^tions  by  appro¬ 
priate  law  enforcement  authorities 
and  promoting  the  successful  prosecu¬ 
tion  of  all  actual  criminal  activity,  the 
recordbs  in  this  system  are  exempted, 
pursuant  to  section  k(2)  of  the  Act  (5 
UB.C.  552a(kK2)).  from  sections 
(cX3)  and  (d)  of  the  Act  (5  UB.C. 
552a  (cX3).  (d)).  As  a  result,  the  Ad¬ 
ministration  need  not  make  an  ac- 
coimting  of  previous  disclosure,  of  a 
record  in  this  system  of  records  avail¬ 
able  to  its  subject,  and  the  Administra¬ 
tion  negd  not  grant  access  to  any  re¬ 
cords  in  this  system  of  records  by  their 
subject.  Further,  whenever  an  individ¬ 
ual  requests  re<x>rds  about  himself  and 
maintained  in  this  system  of  records, 
the  Administration  shall,  to  the  extent 
necessary  to  realize  the  above  stated 
purposes,  neither  confirm  nor  deny 
the  existence  of  that  record  but  shall 
advise  the  individual  only  that  no 
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record  avmllable  to  him  pursuant  to 
the  Privacy  Act  of  1974  has  been  iden¬ 
tified.  However,  should  a  review  of  the 
Information  reveal  that  It  has  been 
used  or  is  being  used  to  deny  the  indi¬ 
vidual  any  right,  privilege  or  benefit 
for  which  he  la  ell^ble  or  to  which  he 
would  otherwise  be  entitled  under 
Federal  law,  the  Individual  shall  be  ad^ 
vised  of  the  existence  of  the  informa- 
tl<m  and  shall  be  provided  the  infor¬ 
mation  except  to  the  extent  it  would 
Identify  a  confidential  source.  Infor¬ 
mation  which  would  identify  a  confi¬ 
dential  source  shall,  if  possible,  be  ex¬ 
tracted  or  summarised  In  a  manner 
which  protects  the  source  and  the 
summary  or  extract  shall  be  provided* 
to  the  requesting  individual. 

(d)  For  the  purposes  of  this  section, 
a  “confidential  source”  means  a  source 
who  furnished  information  to  the 
Government  under  an  express  promise 
that  the  identity  of  the  source  would 
remain  confidential,  or.  prior  to  Sep¬ 
tember  27,  1975,  under  an  Implied 
promise  that  the  identity  of  the  source 
would  be  held  in  confidence. 

9  720 JC  Sscniity  of  aysteiM  of  rocords. 

(a)  Each  sirstem  manager,  srlth  the 
approval  of  the  head  of  his  Office, 
shall  establish  administrative,  and 
physical  controls,  consistent  with  Ad¬ 
ministration  regulations,  to  Insure  the 

.  protection  of  records  ssrstems  from  im- 
authoriaed  access  or  disclosure  and 
from  physical  damage  or  destruction. 
The  controls  instituted  shall  be  pro¬ 
portional  to  the  degree  of  sensitivity 
of  the  records  but  at  a  minimum  must 
insure  that  records  are  enclosed  in  a 
manner  to  protect  them  from  public 
view,  that  the  area  in  which  the  re¬ 
cords  are  stored  is  supervised  during 
all  business  hours  to  prevent  unautho¬ 
rized  personnel  from  entering  the  area 
or  obtaining  access  to  the  records,  and 
that  the  records  are  inaccessible  out¬ 
side  of  business  hours.  Automated  sjrs- 
tems  shall  comply  with  the  security 
standards  promulgated  by  the  Nation¬ 
al  Bureau  of  Standards. 

(b)  Each  system  manager,  with  the 
approval  of  the  head  of  his  Office, 
shall  adopt  access  restrictions  to 
insure  that  only  those  individuals 
within  the  agency  who  have  a  need  to 
have  access  to  the  records  for  the  per¬ 
formance  of  their  duties  have  access  to 
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them.  Procedures  shall  also  be  adopt¬ 
ed  to  prevent  accidental  access  to  or 
dissemination  of  records. 

i720J7  Um  and  collection  of  Social  Scca- 
rtty  niunbcn. 

The  head  of  each  office  of  the  Ad¬ 
ministration  (e.g..  Assistant  Addmlnis- 
trator.  Regional  Director)  shall  take 
such  measures  as  are  necessary  to 
insure  that  employees  authorized  to 
collect  Infmmation  from  Individuals 
are  advised  that  individuals  may  not 
be  required  to  funUsh  Social  Security 
numbers  without  statutory  or  regula¬ 
tory  authorisation  and  that  individ¬ 
uals  who  are  requested  to  provide 
Social  Security  numbers  voluntarily 
must  be  advised  that  furnishing  the 
number  is  not  required  and  that  no 
penalty  or  denial  of  benefits  will  flow 
from  the  refusal  to  provide  it 

9720J8  Employee  standards  of  condact 
with  reg^  to  privacy. 

(a)  The  head  of  each  office  of  the 
Administration  shall  be  responsible 
for  assuring  that  employees  subject  to 
his  supervision  are  advised  of  the  pro¬ 
visions  of  the  Privacy  Act.  including 
the  criminal  penalties  and  civil  liabil¬ 
ities  provided  therein,  and  that  such 
employees  are  made  aware  of  their  re¬ 
sponsibilities  to  protect  the  security  or 
personal  information,  to  asure  its  ac¬ 
curacy.  relevance,  timeliness  and  com¬ 
pleteness,  to  avoid  unauthorized  dis¬ 
closure  either  orally  or  in  writing,  and 
to  insure  that  no  information  sy^m 
concerning  individuals,  no  matter  how 
small  or  specialized,  is  maintained 
without  public  notice. 

(b)  With  respect  to  each  system  of 
records  maintained  by  the  Administra¬ 
tion.  employees  of  the  Administration 
shall: 

(1)  Collect  no  information  of  a  per¬ 
sonal  nature  from  individuals  unless 
authorized  to  collect  it  to  achieve  a 
function  or  carry  out  a  responsibility 
of  the  Administration; 

(2)  Collect  from  individuals  only 
that  information  which  is  necessary  to 
Administration  functions  or  responsi¬ 
bilities; 

(3)  Collect  Information,  wherever 
possible,  directly  from  the  Individual 
to  whom  it  relates; 

(4)  Inform  individuals  from  whom 
information  is  collected  of  the  author- 
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Ity  for  ocdlectlon.  the  purposes  there¬ 
of,  the  routine  uses  that  will  be  made 
of  the  information,  and  the  effects, 
both  legal  and  practical  of  not  fur¬ 
nishing,  the  information; 

(5)  Neither  collect,  maintain,  use  or 
disseminate  information  concerning 
an  individual’s  religious  or  political  be¬ 
liefs  or  activities  or  his  membership  in 
associations  or  organizations,  unless  (i) 
the  individual  has  volunteered  such  in¬ 
formation  for  his  own  benefit;  (11)  the 
information  is  expressly  authorized  by 
statute  to  be  collected,  maintained, 
used  or  disseminated;  or  (ill)  the  activi¬ 
ties  involved  are  pertinent  to  and  with 
the  scope  of  an  authorized  investiga¬ 
tion  or  adjudication; 

(6)  Advise  their  supervisors  of  the 
existence  or  contemplated  devel(H> 
ment  of  any  record  system  which  re¬ 
trieves  information  about  individuals 
by  individual  identifier; 

(7)  Maintain  an  accounting,  in  the 
prescribed  form,  of  all  dissemination 
of  personal  information  outside  the 
Administration,  whether  made  orally 
or  in  writing; 

(8)  Disseminate  no  Information  con¬ 
cerning  individuals  outside  the  Admin¬ 
istration  except  when  authorised  by  5 
UB.C.  552a  or  pursuant  to  a  routine 
use  as  set  forth  in  the  routine  use  sec¬ 
tion  of  the  “Notice  of  Records  Sys¬ 
tems"  published  in  the  Fkdebal  Rzgis- 
tkr; 

(9)  Maintain  and  process  informa¬ 
tion  concerning  individuals  with  care 
in  order  to  ensure  that  no  inadvertent 
disclosure  of  the  information  is  made 
either  within  or  without  the  Adminis¬ 
tration;  and 

(10)  Call  to  the  attentlcm  of  the 
proper  Administration  authorities  any 
information  in  a  system  maintained  by 
the  Administration  which  is  not  au¬ 
thorized  to  be  maintained  under  the 
provisions  of  the  Privacy  Act  of  1974. 
including  information  on  First  Amend¬ 
ment  activities,  information  that  is  in¬ 
accurate,  irrelevant  or  so  incomplete 
as  to  risk  unfairness  to  the  individual 
concerned. 

(c)  Heads  of  offices  within  the  Ad¬ 
ministration  shall,  at  least  annually, 
review  the  record  syst«ns  subject  to 
their  supervision  to  insure  compliance 
with  the  provisions  of  the  Privacy  Act 
of  1974. 
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THI*  36— Parks,  Forosfs,  Pwbik 
Proporty 

CHAPTER  IX— PENNSYLVANIA 
AVENUE  DEVELOPMENT 
CORPORATION 

PART  903— PRIVACY  ACT 

Sec. 

903.1  Purpose  and  scope. 

903.2  Definitions. 

903.3  Procedures  for  notification  of  re¬ 
cords  pertaining  to  Individuals. 

903.4  R^uests  for  access  to  records. 

903.5  Response  to  request  for  access. 

903.6  Appeal  of  initial  denial  of  access. 

903.7  Requests  for  amendment  of  record. 

903.8  Review  of  request  for  amendment  of 
record. 

903.9  Appeal  of  Initial  adverse  determina¬ 
tion  of  request  for  amendment  of 
record. 

903.10  Disclosure  of  records  to  persons  or 
agettcles. 

903.11  Pees  for  furnishing  and  reproducing 
records. 

903.13  Penalties. 

903.13  [Reserved] 

AuTHOamr:  Privacy  Act  of  1974  (Pub.  L. 
94-579,  88  SUt.  1896  (5  U.S.C.  552a)):  Penn¬ 
sylvania  Avenue  Development  Corporatlcm 
Act  of  1972,  Pub.  L.  92-587,  86  SUt.  1266  (40 
U£.C.  870)),  as  amended.  Pub.  L.  94-429,  88 
SUt  1170  (1974),  Pub.  L.  94-388,  90  SUt 
1188(1976). 

$  903.1  Purpose  and  scope. 

The  purpose  of  this  part  is  to  enable 
the  Pennsylvania  Avenue  Develop¬ 
ment  Corporation  to  implement  the 
Privacy  Act  of  1974,  and  in  particular 
the  provisions  of  5  U,S.C.  5S2a.  as 
added  by  the  Act.  The  Act  was  de¬ 
signed  to  insure  that  personal  infor¬ 
mation  about  individuals  collected  by 
Federal  agencies  be  limited  to  that 
which  is  legally  authorized  and  neces¬ 
sary.  and  that  the  information  is 
maintained  in  a  manner  which  pre¬ 
cludes  unwarranted  intrusions  upon 
Individual  privacy.  The  regulations  in 
this  part  establish,  and  make  public, 
procedures  whereby  an  individual  can 

(a)  request  notification  of  whether  or 
not  the  Corporation  maintains  or  has 
disclosed  a  record  pertaining  to  him  or 
her,  (b)  request  access  to  such  a  record 
or  an  accounting  of  its  disclosure,  (c) 
request  that  the  record  be  amended, 
and  (d)  appeal  any  initial  adverse  de¬ 
termination  of  a  request  to  gain  access 
or  amend  a  record. 

S  983.2  DeflnitkMit. 

As  used  in  this  part: 


(a)  ** Agency”  means  agency  as  de¬ 
fined  in  5  U,S.C.552(e). 

(b)  “Corporation”  means  the  Penn¬ 

sylvania  Advenue  Development  Corpo¬ 
ration.  f 

(c)  “Workday”  shall  be  a  day  exclud¬ 
ing  a  Saturday.  Sunday  or  legal  holi¬ 
day. 

(d)  “Individual”  means  a  citizen  of 
the  United  States  or  an  alien  lawfully 
admitted  for  permanent  residence. 

(e)  “Maintain”  includes  maintain, 
collect,  use,  or  disseminate. 

(f)  “Record”  means  any  items,  col¬ 
lection.  or  grouping  of  information 
about  an  individual  that  is  maintained 
by  an  agency.  in(dudlng.  but  not  limit¬ 
ed  to.  his  or  her  education,  financial 
transactions,  medical  history,  and 
criminal  or  emplosrment  history  and 
that  contains  his  or  her  name,  or  the 
Identifying  number,  sjmibol,  or  other 
identifying  particular  assigned  to  the 
individual,  such  as  a  finger  or  voice 
print  or  a  photograph. 

(g)  The  term  “system  of  records” 
means  a  group  of  records  under  the 
control  of  an  agency  from  which  infor¬ 
mation  is  retrieved  by  the  name  of  the 
individual  or  by  some  identifying 
number,  symbol  or  other  identifying 
particular  assigned  to  the  individual. 

(h)  The  term  “statistical  record” 
means  a  record  in  a  system  of  records 
maintained  for  statistical  research  or 
reporting  purposes  only  and  not  used 
in  whole  or  in  part  in  making  any  de¬ 
termination  about  an  identifiable  indi¬ 
vidual  except  as  provided  by  Section  8 
of  Title  13,  United  States  Code. 

(i)  The  term  “routine  use”  means, 
with  respect  to  the  disclosure  of  a 
record,  the  use  of  such  record  for  a 
purpose  which  is  compatible  with  the 
purpose  for  which  it  was  collected. 

S  903.3  Procedures  for  notification  of  re¬ 
cords  pertaining  to  individuals. 

(a)  An  individual  making  a  written 
or  oral  request  under  the  Privacy  Act 
(5  UJS.C.  522a)  shall  be  informed  of 
any  Corporation  systems  of  records 
which  pertain  to  the  individual,  if  the 
request  contains  a  reasonable  idenUfi- 
(»tion  of  the  appropriate  systems  of 
records  as  described  in  the  notice  pub¬ 
lished  in  the  Federai.  Register. 

(b)  Requests  may  be  made  in  person 
between  the  hours  of  9:00  am.  and 
5:00  p.m.  Monday  through  Friday, 
(except  legal  holidays).  The  request 
should  be  addressed  to  the  Privacy 
Protection  Officer,  Pennsylvania 
Avenue  Development  Corporation,  425 


13th  Street.  N.W..  Suite  1148,  Wash¬ 
ington.  D.C.  20004.  The  Privacy  Pro- 
tectlon  Officer  of  the  Corporation  will 
require  adequate  personal  identifica¬ 
tion  before  processing  the  request.  If  a 
request  is  made  in  writing  it  must  be 
under  the  signature  of  the  requesting 
individual  and  include  the  individual’s 
address,  date  of  birth,  and  an  addition¬ 
al  proof  of  identification,  such  as  a 
photocopy  of  a  driver’s  license  or  simi¬ 
lar  document  bearing  the  Individual’s 
signature.  A  notarized,  signed  state¬ 
ment  Is  acceptable  to  verify  the  identi¬ 
ty  of  the  individual  Involved  without 
additional  proof. 

i  903.4  Requests  for  access  to  records. 

(a)  Except  as  otherwise  provided  by 
law  or  relation,  an  indlidual,  upon 
request  made  in  person  or  delivered  in 
writing  may  gain  access  to  his  or  her 
record  or  to  any  information  pertain¬ 
ing  to  him  or  her  which  is  contained  in 
a  system  of  records  maintained  by  the 
Corporation,  and  to  review  the  record 
and  have  a  copy  made  of  all  or  any 
portion  thereof  in  a  form  comprehen¬ 
sible  to  his  or  her.  An  individual  seek¬ 
ing  access  to  a  Corporation  record  may 
be  accompanied  by  a  person  of  his  or 
her  ch(x>slng.  However,  the  corpora¬ 
tion  will  require  a  written  statement 
from  the  individual  authorizing  discus¬ 
sion  of  his  or  her  record  in  the  accom¬ 
panying  person’s  presence. 

(b)  A  request  under  paragraph  (a)  of 
this  section  shall  be  directed  to  the 
Privacy  Protection  Officer  at  the 
place,  times  and  in  the  manner  pre¬ 
scribed  in  H  903.3(a)  and  (b).  The  re¬ 
quest  should  include  the  following  in¬ 
formation:  (1)  The  name  of  the  indi¬ 
vidual;  (2)  if  made  in  writing,  the  in¬ 
formation  required  under  S^3.3(b); 
(3)  a  description  of  system  or  systems 
of  records  which  contain  the  record  to 
which  access  is  requested;  (4)  the  ap¬ 
proximate  dates  covered  by  the  record; 
and,  (5)  a  suggested  date  and  time 
when  the  individual  would  like  to  view 
the  record. 

(c)  Requests  which  do  not  contain 
information  sufficient  to  identify  the 
record  requested  will  be  returned 
promptly  to  the  requester,  with  a 
notice  indicating  that  information  is 
lacking.  Individuals  making  requests 
in  person  will  be  informed  of  any  defi¬ 
ciency  in  the  specification  of  records 
or  identification  at  the  time  that  the 
request  is  made.  ’The  Privacy  Protec¬ 
tion  Officer  of  the  Corporation  will  re¬ 
quire  adequate  personal  identification 
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before  procenlng  a  request  made  in 
person. 

I  tOS.5  RcsponM  to  requests  for  access. 

(a)  Within  10  days  of  receipt  of  a  re¬ 
quest  made  under  1 003.4  the  Privacy 
Protection  Officer  shall  determine 
whether  access  to  the  record  is  avail¬ 
able  under  the  Privacy  Act  and  shall 
notify  the  requesting  individual  in 
person  or  in  writing  of  that  determina¬ 
tion. 

(b)  Notices  granting  access  shall 
inform  the  individual  when  and  where 
the  requested  record  may  be  seen,  how 
copies  may  be  obtained,  and  of  any  an¬ 
ticipated  fees  or  charges  which  may  be 
incurred  under  §003.11.  Access  shall 
be  provided  within  30  dasrs  of  receipt 
of  the  request  unless  the  Corporation, 
for  good  cause  shown,  is  unable  to  pro¬ 
vide  prompt  access,  in  which  case  the 
individual  shall  be  informed  in  writing 
within  the  30  days  as  to  the  cause  for 
delay  and  when  it  is  anticipated  that 
access  will  be  granted. 

(c)  Notices  denying  access  shall  state 
the  reasons  for  the  denial,  and  advise 
the  individual  that  the  decision  may 
be  appealed  in  accordance  with  the 
procedures  set  forth  in  §  003.0. 

1 903.4  Appeal  of  laitial  denial  of  access. 

(a)  After  receiving  notification  of  an 
initial  denial  of  access  to  a  record,  an 
Individual  may  request  a  review  and 
reconsideration  of  the  request  by  the 
Executive  Director  of  the  Corporation, 
or  an  officer  of  the  Corporation  desig¬ 
nated  by  him.  but  other  than  the  Pri¬ 
vacy  Protection  Officer.  Appeals  for 
review  shall  be  in  writing,  addressed  to 
the  Executive  Director.  Pennsylvania 
Avenue  Development  Corporation.  425 
13th  Street.  N.W..  Suite  1148.  Wash¬ 
ington.  D.C.  20004.  The  app^  shall 
identify  the  record  as  in  the  original 
request,  shall  indicate  the  date  of  the 
original  request  and  the  date  of  the 
initial  denial,  and  shall  indicate  the 
expressed  basis  for  the  denial. 

(b)  Not  later  than  30  days  after  re¬ 
ceipt  of  an  appeal,  the  Executive  Di¬ 
rector.  or  an  officer  of  the  Corpora¬ 
tion  designated  by  him.  will  complete 
review  of  the  appeal  and  the  initial 
denial  and  either 

(1)  Determine  that  the  appeal 
should  be  granted,  and  notify  the  indi¬ 
vidual  in  writing  to  that  effect;  or. 

(2)  Determine  that  the  appeal 
should  be  denied  because  the  informa¬ 
tion  requested  is  exempt  from  disclo¬ 
sure.  If  the  reviewing  official  denies 
the  appeal,  he  or  she  shall  advise  the 
individual  in  writing  of  the  decision 
and  the  reasons  for  reaching  it,  and 
that  the  denial  of  the  appeal  is  a  final 
agency  action  entitling  the  individual 
to  seek  judicial  review  in  the  appropri¬ 
ate  district  court  of  the  United  States 
as  provided  in  5  U.S.C.  552a(g). 

1 903.7  Rcquwta  for  aiMiidiaent  of  record. 

(a)  An  individual  may  request 
amendment  of  a  Corporation  record 


pertaining  to  him  or  to  her,  if  the  indi¬ 
vidual  believes  that  the  record  con¬ 
tains  information  which  is  not  accu¬ 
rate.  relevant,  timely,  or  complete. 
The  request  shall  be  in  writing,  wheth¬ 
er  presented  in  person  or  by  midl. 
shall  state  with  specificity  the  record 
sought  to  be  amended,  and  shall  pro¬ 
pose  wording  of  the  correction  or 
amendment  sought.  The  request  shall 
be  directed  to  the  Privacy  Protection 
Officer  at  the  place,  times,  and  in  the 
manner  specified  in  §§903.3  (a)  and 
(b).  Assistance  in  preparing  a  request 
to  amend  a  record,  or  to  appeal  an  ini¬ 
tial  adverse  determination  under 
§003.3<a).  may  be  obtained  from  the 
Privacy  Officer.  Pennsylvania  Avenue. 
Development  Corporation.  425  13th 
Street.  Suite  1148.  Washington.  D.C. 
20004. 

(b)  Not  later  than  10  days  after  the 
date  of  receipt  of  a  request  the  Priva¬ 
cy  Protection  Officer  will  acknowledge 
it  in  writing.  The  acknowledgement 
will  clearly  describe  the  request,  and  if 
a  determination  has  not  already  been 
made,  will  advise  the  individual  when 
he  or  she  may  expect  to  be  advised  of 
action  taken  on  the  request.  For  re¬ 
quests  presented  in  person,  written  ac¬ 
knowledgement  will  be  provided  at  the 
time  when  the  request  is  presented. 
No  separate  acknowledgement  of  re¬ 
ceipt  will  be  issued  if  the  request  can 
be  reviewed  and  the  individual  advised 
of  the  results  of  the  review  within  the 
10  day  period. 

§903A  Review  of  request  for  ssMudiuent 
of  record. 

(a)  Upon  receipt  of  a  request  for 
amendment  of  a  record  the  Privacy 
Protection  Officer  will  promptly 
review  the  record  and:  either  (1) 
Amend  any  portion  thereof  which  the 
individual  believes  is  not  accurate,  rel¬ 
evant,  timely,  or  complete;  or  (2) 
Inform  the  individual  of  refusal  to 
amend  the  record  in  accordance  with 
the  request.  In  reviewing  a  record  pur¬ 
suant  to  a  request  to  amend  it.  the 
Corporation  will  assess  the  accuracy, 
relevance,  timeliness  and  completeness 
of  the  record  in  terms  of  the  criteria 
esUbllshed  in  5  U.S.C.  522a(eM5).  In 
reviewing  a  record  in  response  to  a  re¬ 
quest  to  amend  it  by  deleting  informa¬ 
tion.  the  Corporation  will  ascertain 
whether  or  not  the  information  is  rel¬ 
evant  and  necessary  to  accomplish  a 
purpose  of  the  Corporation  required 
to  be  accomplished  by  statute  or  by 
executive  order  of  the  President,  as 
prescribed  by  5  U.S.C.  522a(eKI). 

(b)  The  Corporation  shall  take  the 
action  specified  in  paragraph  (a)  of 
this  section  within  30  days  of  receipt 
of  a  request  for  amendment  of  a 
record,  unless  unusual  circumstances 
preclude  completion  of  the  action 
within  that  time.  If  the  expected  com¬ 
pletion  date  for  the  action,  as  indicat¬ 
ed  in  the  acknowledgement  provided 


pursuant  to  §  903.5  cannot  be  met,  the 
individual  shall  be  advised  of  the  delay 
and  of  a  revised  date  when  action  is 
expected  to  be  completed.  If  necessary 
for  an  accurate  review  of  the  record, 
the  Corporation  srlU  seek,  and  the  in¬ 
dividual  will  supply,  additional  infor¬ 
mation  in  support  of  his  or  her  request 
for  amending  the  record. 

(c)  If  the  Corporation  agrees  with  all 
or  any  portion  of  an  Indlvidiial’s  re¬ 
quest  to  amend  a  record,  the  Corpora¬ 
tion  will  so  advise  the  individual  in 
srrlting.  and  amend  the  record  to  the 
extent  agreed  to  by  the  Corporation. 
Where  an  accounting  of  disclosures 
has  been  kept,  the  Corporation  will 
advise  all  previous  recipients  of  the 
record  of  the  fact  that  the  amendment 
was  made  and  the  substance  of  the 
amendment. 

(d)  If  the  Corporation  disagrees  with 
all  or  any  portion  of  an  individual’s  re¬ 
quest  to  amend  a  record,  the  Corpora¬ 
tion  shall:  (1)  Advise  the  individual  of 
its  adverse  determination  and  the  rea¬ 
sons  therefor,  including  the  criteria 
used  by  the  Corporation  in  conducting 
the  review;  (2)  inform  the  individual 
that  he  or  she  may  request  a  review  of 
the  adverse  determination  by  the  Ex¬ 
ecutive  Director  of  the  Corporation,  or 
by  an  officer  of  the  Corporation  desig¬ 
nated  by  the  Executive  Director,  and. 

(3)  advise  the  individual  of  the  proce¬ 
dures  for  requesting  such  a  review  in¬ 
cluding  the  name  and  address  of  the 
official  to  whom  the  request  should  be 
directed. 

(e)  If  tne  Corporation  is  apprised  by 
another  agency  of  any  corrections  or 
other  amendments  made  to  a  record 
contained  in  the  Corporation’s  system 
of  records,  the  Corporation  will 
promptly  amend  its  record  and  advise 
in  writing  all  previous  recipients  of  the 
record  of  the  fact  that  the  amendment 
was  made  and  the  substance  of  the 
amendment. 

§  903.9  Appeal  of  initial  adverse  determin- 
lation  of  request  for  amendment  of 
record. 

(a)  After  receipt  by  an  individual  of 
notice  of  an  adverse  determination  by 
the  Privacy  Protection  Officer  con¬ 
cerning  a  request  to  amend  a  record, 
the  individual  may,  within  60  working 
days  after  the  date  of  receipt  of  the 
notice,  appeal  the  determination  by 
seeking  a  review  by  the  Executive  Di¬ 
rector  of  the  Corporation,  or  by  an  of¬ 
ficer  of  the  Corporation  designated  by 
him.  The  appeal  shall  be  in  writing, 
mailed  or  delivered  to  the  Executive 
Director.  Pennsylvania  Avenue  Devel¬ 
opment  Corporation.  425  13th  Street, 
N.W..  Suite  1148.  Washington.  D.C. 
20004.  ’The  appeal  shall  identify  the 
record  in  the  same  manner  as  it  was 
identified  in  the  original  request,  shall 
indicate  the  dates  of  the  original  re¬ 
quest  and  of  the  adverse  determina¬ 
tion  and  shall  indicate  the  expressed 
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tMsIa  for  that  determination.  In  addi¬ 
tion.  the  appeal  shall  state  briefly  the 
reasons  why  the  adverse  determina¬ 
tion  should  be  reversed. 

(b)  Not  later  than  90  days  after  re¬ 
ceipt  of  an  appeal,  the  Executive  Di¬ 
rector.  or  an  officer  of  the  Corpora¬ 
tion  designated  by  him.  will  complete 
a  review  of  the  appeal  and  the  Initial 
determination,  and  either  (1)  Deter¬ 
mine  that  the  appeal  should  be  grant¬ 
ed.  take  the  appropriate  action  with 
respect  to  the  record  In  question,  and 
notify  the  Individual  accordingly:  or 
(2)  determine  that  the  appeal  should 
be  denied. 

(c)  The  reviewing  official  may,  at  his 
or  her  option,  request  from  the  Indi¬ 
vidual  such  aMItlonal  Information  as 
Is  deemed  necessary  to  properly  con¬ 
duct  the, review.  If  additional  time  Is 
required.*  the  Executive  Director  may, 
for  good  cause  shown,  extend  the 
period  for  action  beyond  the  30  days 
specified  above.  The  Individual  sdll 
then  be  Informed  In  writing  of  the 
delay  and  the  reasons  therefor,  and  of 
the  approximate  date  on  which  action 
Is  expected  to  be  completed. 

(d)  If  the  reviewing  official  denies 
the  appeal,  he  or  she  shall  advise  the 
Individual  In  writing:  (1)  Of  the  deci¬ 
sion  and  the  reasons  for  reaching  It; 
(2)  that  the  denial  of  the  anjeal  Is  a 
final  agency  action  entitling  the  Indi¬ 
vidual  to  seek  Judicial  review  In  the 
appropriate  district  court  of  the 
United  States,  as  provided  In  6  nJ3.C. 
552a(g);  and.  (3)  that  the  Individual 
may  file  with  the  Corporation  a  con¬ 
cise  statement  setting  forth  the  rea¬ 
sons  for  his  or  her  disagreement  with 
the  refusal  of  the  Corporation  to 
amend  the  record  In  question. 

(e)  Any  Individual  having  received 
notices  of  a  denial  of  an  appeal  to 
amend  a  record  may  file  a  statement 
of  disagreement  with  the  Executive 
Director  not  later  than  60  working 
days  from  the  date  of  receipt  of  the 
notice.  Such  statements  shall  ordinari¬ 
ly  not  exceed  one  page  In  length,  and 
the  Corporation  reserves  the  light  to 
reject  statements  of  excessive  length. 
Upon  receipt  of  a  proper  and  timely 
statement  of  disagreement,  the  Corpo¬ 
ration  win  dearly  annotate  the  record 
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In  question  to  indicate  the  portion  of 
the  record  which  Is  In  dispute.  In  any 
subsequent  dlsclosive  containing  In¬ 
formation  about  which  the  Individual 
has  filed  a  statement  of  disagreement, 
the  Corporation  wlU  provide  a  copy  of 
the  statement  together  with  the 
record  to  which  It  pertains.  In  addi¬ 
tion,  prior  recelplents  of  the  disputed 
record  wlU  be  provided  with  a  copy  of 
statements  of  disagreement  to  the 
extent  that  an  accounting  of  dlsdo- 
sures  was  maintained.  If  the  Corpora¬ 
tion  deems  It  appropriate,  it  may  also 
indude  In  any  dladosure  its  own  con¬ 
cise  statement  of  the  reasons  for  not 
making  the  amendments  requested. 

i  909.1*  DlackMiirc  of  records  to  penoss 
or  agcacks. 

(a)  The  Corporation  will  not  disclose 
any  record  which  Is  contained  In  a 
system  of  reootds.  by  any  means  of 
cmnmunlcation  to  any  person  or  to  an¬ 
other  agency  except:  (1)  Pursuant  to  a 
written  request  by.  or  with  the  prior 
written  consent  of,  the  Indivldiud  to 
whom  the  record  pertains;  (2)  to  those 
offleers  and  e^loyees  of  the  Corpora¬ 
tion  who  have  a  need  for  the  record  in 
the  performance  of  their  duties;  (3) 
when  required  urnler  5  U.S.C.  522  (The 
Freedom  of  Information  Act);  or  (4) 
pursuant  to  the  coiKlitlons  of  disdo- 
sure  contained  In  5  U.8.C.  552a(bX3) 
through  5  U.8.C.  522a(bKll). 

(b)  The  Privacy  Protection  Officer 
of  the  Corporation  shall  keep  an  ac¬ 
counting  of  each  disdosiu-e  made  pur¬ 
suant  to  paragraph  (aX4)  of  this  sec¬ 
tion.  In  accordance  with  5  nJ3.C. 
552a(c).  Except  for  disclosures  made 
pursuant  to  5  UJS.C.  652a(bX7),  the 
Privacy  Protection  Officer  shall  make 
the  accounting  kept  under  this  para¬ 
graph  avaOable  to  an  Individual  to 
whom  the  record  pertains,  upon  his  or 
her  request  An  Individual  requesting 
an  accounting  of  disdosures  should  do 
so  at  the  place,  times  and  In  the 
manner  spewed  In  H  903.3  (a)  and 
(b). 

|9MJ1  Fees  for  fUmisliiag  and  reprodsc- 
ing  leeords. 

(a)  Individuals  wfll  not  be  charged  a 
fee  for: 


(1)  The  search  and  review  of  the 
record; 

(2)  Any  copies  of  the  record  pro¬ 
duced  as  a  necessary  part  of  the  pro¬ 
cess  of  making  the  record  available  for 
access; 

(9)  Any  copies  of  the  requested 
record  when  It  has  been  determined 
that  access  can  only  be  accomplished 
by  providing  a  copy  of  the  record 
through  the  mall.  The  Privacy  Protec¬ 
tion  Officer  may  provide  additional 
copies  of  any  record  without  charge 
when  It  Is  determined  that  It  Is  in  the 
interest  of  the  Oovemment  to  do  so. 

(b)  Except  as  provided  In  paragraph 
(a)  of  this  secti(m.  fees  will  be  charged 
for  the  duplication  of  reemds  at  a  rate 
of  104  per  page.  If  It  Is  anticipated 
that  the  total  fee  chargeable  to  an  In¬ 
dividual  under  this  subpart  will  exceed 
$25.00.  the  Corporation  shall  promptly 
notify  the  requester  of  the  anticipated 
cost.  An  advance  deposit  equal  to  50% 
of  the  anticipated  total  fee  will  be  re¬ 
quired  unless  waived  by  the  Privacy 
Protection  Officer.  In  notifying  the  re¬ 
quester  of  the  anticipated  fee,  the  Pri¬ 
vacy  Protection  Officer  shall  extend 
an  offer  to  the  requester  to  cmisult  so 
that  the  request  n^ht  be  reformuli^ 
ed  In  a  manner  which  will  reduce  the 
fee.  yc%  still  meet  the  needs  of  the  re¬ 
quester. 

(c)  Fees  must  be  paid  In  full  prior  to 
delivery  of  the  requested  copies.  Re¬ 
mittances  may  be  In  the  form  of  cash, 
personal  check,  bank  draft  or  a  postal 
money  order,  remittances,  other  than 
cash  shall  be  made  payable  to  the 
Treasurer  of  the  United  States. 

8903.12  Penalties. 

The  provision  of  5  UJS.C.  553a(i).  as 
added  by  section  3  of  the  Privacy  Act, 
make  It  a  misdemeanor  subject  to  a 
maximum  fine  of  $5,000,  to  knowingly 
and  willfully  request  or  obtain  any 
record  concerning  an  Individual  from 
an  agency  under  false  pretenses.  Simi¬ 
lar  penalties  attach  for  violations  by 
agency  officers  and  employees  of  the 
Privacy  Act  w  regulations  established 
thereunder. 
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CHAPHR  I— SMAU  BUSINESS 
ADMINISTRATION 

PART  102— DISaOSURE  Of 
INFORMATION  AND  PRIVACY  ACT 
Of  1974 

lutyit  t  filwcy  Ad  •!  1974 

Sec. 
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Autboeitt:  Privacy  Act  of  1974  (Pub.  L. 
93-579.  88  Stat.  1896  (5  UJB.C.  552a)). 

Swbport  B— Privacy  Act  af  1974 

S  102.20  Purpose,  policy  and  scope. 

This  part  establishes  policy  and  pro¬ 
cedures  of  the  Small  Business  Admin¬ 
istration  (SBA)  safeguarding  an  indi¬ 
vidual  against  an  invasion  of  personal 
privacy.  Except  as  otherwise  provided 
by  law  or  relation  issued  pursuant 
thereto  SBA  officials  and  employees 
will: 

(1)  Permit  an  individual  to  deter¬ 
mine  what  records  pertaining  to  him 
or  her  are  collected,  maintained,  used, 
or  disseminated  by  the  SBA; 

(2)  Permit  an  individual  to  prevent 
records  pertaining  to  him  on  her,  ob¬ 
tained  by  SBA  for  a  particular  purpose 


from  being  used  or  made  available  for 
another  purpose  without  his  or  her 
consent; 

(3)  Permit  an  individual  to  gain 
access  to  information  pertaining  to 
him  or  her  in  the  SBA  records,  to  have 
a  copy  made  of  all  or  any  portion 
thereof,  and  to  correct  or  amend  such 
records; 

(4)  Collect,  maintain,  use.  or  dissemi¬ 
nate  any  record  of  identifiable  person¬ 
al  information  in  a  manner  that  as¬ 
sures  that  such  action  is  for  a  neces¬ 
sary  and  lawful  purpose,  that  the  in¬ 
formation  is  current  and  accurate  for 
its  intended  use,  and  that  adequate 
safeguards  are  provided  to  prevent 
misuse  of  such  information;  and 

(5)  Permit  exemptions  from  the  re¬ 
quirements  with  respect  to  re<x)rds 
provided  in  5  UB.C.  552a  (Privacy  Act 
of  1974)  only  where  an  Important 
public  policy  need  for  such  exemption 
has  been  determined  by  specific  statu¬ 
tory  authority. 

S  102.21  Definitions. 

As  used  in  this  subpart: 

(1)  “Agency”  means  the  Small  Busi¬ 
ness  Administration  (SBA)  and  in¬ 
cludes  all  of  its  offices  wherever  locat¬ 
ed; 

(2)  “Employee”  means  any  officer  or 
employee  of  the  Small  Business  Ad¬ 
ministration,  regardless  of  his  or  her 
grade,  status,  or  place  of  employment; 

(3)  “Individual”  means  a  citisen  of 
the  United  States  or  an  alien  lawfully 
admitted  for  permanent  residence. 
This  term  shall  not  enc»mpass  entre¬ 
preneurial  enterprises  (e.g..  sole  pro¬ 
prietors,  partnerships,  corporations,  or 
other  forms  of  business  entities); 

(4)  “Maintain”  includes  maintain, 
collect,  use,  or  disseminate; 

(5)  “Record”  means  any  item,  collec¬ 
tion,  or  grouping  of  information  about 
an  individual  that  is  maintained  by 
the  Small  Business  Administration,  in¬ 
cluding,  but  not  limited  to,  education, 
financial  transactions,  medical  history, 
and  criminal  or  employment  history 
and  that  contains  his  or  her  luune,  or 
the  identifying  number,  symbol,  or 
other  identifying  particular  assi^ed 
to  the  Individual,  such  as  a  finger  or 
voice  print  or  a  photograph; 

(6)  “System  of  re<x>rds”  means  a 
group  of  any  reconis  under  the  control 
of  Small  Business  Administration 
from  which  information  is  retrieved  by 
the  name  of  the  individual  or  by  some 
identifidng  number,  symbol,  or  other 
identifying  particular  assigned  to  the 
individual; 


(7)  “Statistical  record”  means  a 
record  in  a  system  of  records  main¬ 
tained  for  statistical  research  or  re¬ 
porting  purposes  only  and  not  used  in 
whole  or  in  part  in  making  any  deter¬ 
mination  about  an  identifiable  individ¬ 
ual;  and 

(8)  “Routine  use”  means,  with  re¬ 
spect  to  the  disclosure  of  a  record,  the 
use  of  such  record  for  a  purpose  which 
is  compatible  with  the  purpose  for 
which  it  was  collecte<L 

1 102.22  Officials  responsible  for  Privacy 
Act  of  1974. 

(a)  “Program  Offitdal”  Is  the  Agency 
official  in  every  field  office  and  major 
program  area  responsible  for  the 
system  or  systems  of  records  in  hU 
area.  Responsibilities  of  this  position 
include: 

(1)  Responding  to  requests  for  infor¬ 
mation  from  individuals  and  other 
sources  received  from  Systems  Manag¬ 
ers. 

(2)  Discussing  records  with  individ¬ 
uals. 

(3)  Amending  records  in  cases  where 
amended  information  is  not  controver¬ 
sial  and  does  not  involve  policy  deci¬ 
sion  making. 

(4)  Informing  individuals  of  any  re¬ 
production  fees  to  be  chargetL 

(5)  Maintaining  appropriate  record¬ 
keeping. 

(6)  Reviewing  records  for  relevance, 
timeliness,  completeness,  and  accura¬ 
cy. 

(7)  Providing  Systems  Managers 
with  material  for  required  reports  and 
for  publication  of  rules  and  notices  in 
the  Federal  Register. 

(b)  “Systems  Manager”  is  the 
Agency  employee  in  each  office  re¬ 
sponsible  for  implementing  and  over¬ 
seeing  this  regiilation  and  5  UJ3.C. 
552a  in  his  or  her  office.  Responsibil¬ 
ities  of  this  position  include: 

(1)  Acting  as  initial  contact  person 
to  individuals  seeking  access  or  amend¬ 
ment  of  their  records. 

(2)  Preparing  and  forwarding  access 
and  amendment  forms  to  the  iqipro- 
priate  Program  Official. 

(3)  Discussing  with  the  Program  Of¬ 
ficials  requests  for  which  access  or 
amendment  will  not  be  allowed,  and 
making  initial  Agency  decisions  on 
access  and  amendment. 

(4)  Collecting  information  from  the 
Program  Official  and  compiling  infor¬ 
mation  required  for  reports  and  for 
publication  of  rules  and  notices  in  the 
Federal  Register. 
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(5)  Implementing  and  administering 
the  records  management  program 
within  his  area  of  jurisdiction.  Includ¬ 
ing  training  of  personnel,  keeping  re¬ 
quired  statistical  records  and  making 
necessary  reports. 

<d)  “Privacy  Act  Officer”  is  the 
Agency  official  with  delegated  respon¬ 
sibility  for  overseeing  and  Implement¬ 
ing  5  UJ3.C.  562a  and  subpa^t  B  of 
part  102  of  SBA  regulations.  Re8p<M38i- 
billtles  of  this  position  include; 

(1)  Develop!^  training  programs  for 
agency  personnel  in  the  provisions  of 
the  Act  and  the  proposed  records  man¬ 
agement  procedures  for  Implonenta- 
tlon. 

(2)  Developing  materials  such  as 
forms,  reporting  formats,  and  direc¬ 
tives  for  implementing  the  Act. 

(3)  Preparing  reports  to  the  Con¬ 
gress,  Oliiffi,  and  the  President,  and 
preparing  rules  and  notices  for  pubh- 
oatlon  In  the  Fkdbral  Rmsm. 

(4)  Approving  extensions  of  review 
perloda 

(5)  Monitoring  the  relevance,  accura¬ 
cy,  and  cmnpleteness  of  reccmlB  con¬ 
tained  in  systems  of  records. 

(6)  Reviewing  appeals  referred  by 
Systems  Managers  concerning  re¬ 
quests  for  amendment  and  access  to 
records. 

(7)  Making  final  Agency  decisions  on 
requests  for  amendment  and  access  to 
records. 

Disclosukxs 

f  ltt.23  G— eral  eondicioiw  of  disclossts. 

The  Agency  shMl  not  disclose  any 
record  which  Is  contained  in  a  system 
of  records  by  any  means  of  communi¬ 
cation  to  any  pmwon.  or  to  another 
agency,  except  pursuant  to  a  srrlttai 
request  by,  or  srith  the  prior  writtoi 
consent  of,  the  individual  to  whom  the 
record  pertains,  unless  such  disriosure 
is; 

(a)  To  those  employees  of  the 
Agency  who  have  a  need  for  the 
record  In  the  performance  of  their 
duties; 

(b)  Required  under  5  U.8.C.  552 
(Freedom  of  Information  Act); 

(c)  For  a  routine  use  of  the  record 
compatible  with  the  purpose  for  whkdi 
It  was  collected; 

(d)  To  the  Bureau  of  the  Census  for 
purposes  of  planning  or  carrying  out  a 
census  or  survey  or  related  activity 
pursuant  to  Title  13.  United  States 
Code; 

(e)  To  a  recipient  who  has  provided 
the  Agency  with  advance  adequate 
written  assurance  that  the  record  will 
be  used  solely  as  a  statistical  research 
or  reporting  record,  and  the  record  is 
to  be  transferred  in  a  form  that  is  not 
individually  identifiable; 

(f)  To  the  National  Archives  of  the 
United  States  as  a  record  which  has 
sufficient  historical  or  other  value  to 
warrant  its  continued  preservation  by 


the  UR.  Government,  or  for  evalua¬ 
tion  by  the  Administrator  of  General 
Services  or  his  or  her  designee  to  de¬ 
termine  whether  the  record  has  such 
value; 

<g)  To  another  agency  or  to  an  in¬ 
strumentality  of  any  governmental  ju- 
risdlctiim  within  or  under  the  control 
of  the  United  States  for  a  civil  or 
criminal  law  enforcement  activity  if 
the  activity  is  authorised  by  law.  and 
if  the  head  of  the  agency  or  instru¬ 
mentality  has  made  a  written  request 
to  the  Privacy  Act  Officer  specifying 
the  particular  portion  desired  and  the 
law  enforcement  activity  for  which 
the  record  is  sought; 

(h)  To  a  person  pursuant  to  a  show¬ 
ing  of  compelling  circumstances  af¬ 
fecting  the  health  or  safety  of  an  indi¬ 
vidual  if  upon  such  disclosure  notifica¬ 
tion  is  transmitted  to  the  last  knosm 
address  of  such  individual; 

(I)  To  either  House  of  Congress,  or. 
to  the  extent  of  matter  within  its  Ju¬ 
risdiction.  any  ccmunittee  or  subcom¬ 
mittee  thereof,  any  joint  committee  of 
Congress  or  subcommittee  of  any  such 
joint  (xnnmlttee; 

(J)  To  the  Comptroller  General,  or 
any  of  his  or  her  authorized  represen¬ 
tatives,  in  the  course  of  the  perfor¬ 
mance  of  the  duties  of  the  General  Ac¬ 
counting  Offlce;  or 

(k)  Pursuant  to  the  order  of  a  court 
of  o(mipetent  jurisdiction. 

I  lt2.24  Infonaatloa  eonpUcd  for  dvil 
actloa. 

Nothing  in  these  regulations  shall 
allow  an  individual  access  to  any  infor¬ 
mation  compiled  by  the  Agency  in  rea- 
snnahle  anticipation  of  a  civil  action  or 
proceeding.  In  the  event  that  there 
should  be  a  questkm  as  to  whether  in¬ 
formation  should  be  disclosed  pursu¬ 
ant  to  this  section,  an  opinion  shall  be 
obtained  from  Agency  counsel. 

fltUS  Dtodosere  of  record  to  person 
otker  tlMa  the  indlTldual  to  wlioni  It 
pwtshia 

(a)  Prior  to  disseminating  any  record 
about  an  individual  to  any  person 
other  than  an  agency,  unless  the  dis¬ 
semination  is  made  ptirsuant  to 
f  103.33(b)  of  this  subpart,  the  Pro¬ 
gram  Official  responsible  for  the 
Agency  system  of  records  shall  make 
reasonable  efforts  to  assure  that  such 
records  are  accurate  complete,  timely, 
and  relevant  for  Agency  purposes. 

(b)  The  Program  Official  shall  make 
reasonable  efforts  to  serve  notice  on 
an  individual  when  any  record  on  such 
individual  Is  made  available  to  any 
person  under  compulsory  legal  process 
when  such  process  becomes  a  public 
record.  When  a  record  is  disclosed 
under  compulsory  legal  process,  the 
Program  Official  may  ask  legal  coun¬ 
sel  ftH*  a  determination  as  to  whether 
the  issuance  of  the  order  is  a  matter  of 
public  record  and  if  counsel  so  deter¬ 


mines.  then  the  Program-Official  shall 
notify  the  individual  by  mail  at  his  or 
her  last  known  address.  If  counsel  de¬ 
termines  the  matter  is  not  of  public 
record,  he  should  request  to  be  advised 
as  to  when  it  becomes  public  and 
inform  the  Program  Official  so  that 
he  may  mall  the  notice  at  the  appro¬ 
priate  time. 

1 102Jg  Accounting  of  dladomres. 

(a)  With  respect  to  each  sjrstem  of 
records  under  Agency  <»ntrol.  the 
Agency  will  (except  for  disclosure 
made  under  { 102.33  (a)  or  (b)  of  this 
subpart)  keep  an  accurate  accounting. 

(b)  The  Program  Official  shall  ac¬ 
count  for  disclosures  in  the  manner 
defined  by  Agency  guidelines  in  re¬ 
spect  to  each  systm  of  records  under 
his  or  her  control  as  follows: 

(1)  For  each  disclosure  of  a  record  to 
any  persem  or  to  another  agency  made 
under  1102.23  of  this  subpart  main¬ 
tain  information  consisting  of  the  date 
nature,  and  purpose  of  each  disclosure 
of  a  record,  and  the  name  and  address 
of  the  person  or  agency  to  whom  the 
disclosure  if  made; 

(2)  Retain  the  accounting  at  least  5 
years  or  the  life  of  the  record,  which¬ 
ever  is  longer,  after  the  disclosure  for 
which  the  accounting  is  made; 

(3)  Except  for  disclosures  made 
under  1 102.23(g)  of  this  subpart  make 
the  accounting  under  paragraph  (a)  of 
this  sectlcm  available  to  the  individual 
named  in  the  record  at  his  or  her  re¬ 
quest;  and 

(4)  Inform  any  person  or  other 
agency  about  any  correction  or  nota¬ 
tion  of  diqnite  made  by  the  Agency  in 
accordance  with  1 102.3<Ke)  of  this  sub¬ 
part  of  any  record  that  has  been  dis¬ 
closed  to  the  person  or  agency,  if  an 
accounting  of  the  disclosure  was  made. 

(c)  An  annual  report  will  be  pre¬ 
pared  by  the  Privacy  Officer  disclosing 
all  of  the  above  and  a  o(H>y  of  this 
report  will  be  available  few  inspeetkm 
in  every  Agency  field  office  and  the 
Central  Office. 

Aooess  ans  Amxiidmxiit 

flfSJT  Requests  ky  ladlvidssli  to  gala 
aeeess  to  records. 

(1^  Any  individual  upcm  request  may 
gain  access  to  his  or  her  record  or  to 
any  information  pertaining  to  him  or 
her  which  is  contained  in  any  system 
of  records  maintained  by  the  Agency, 
except  as  othenrise  provided  by  law  or 
regulation.  Upon  request,  a  person  of 
his  or  her  own  choosing  will  be  permit¬ 
ted  to  acemnpany  him  or  her,  to 
review  the  record  and  have  a  copy 
made  of  all  or'any  portion  thereof  in  a 
form  comprehensible  to  the  individual. 
The  Agency  will  require,  however,  a 
written  statement  trom  the  individual 
authorising  discussion  of  that 
individual’s  recewd  in  the  acemnpany- 
ing  person’s  presmioe. 
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(b)  The  request  for  access  must  con¬ 
tain  a  reasonable  description  of  the 
Agency  system  or  systems  of  records 
sought.  The  request  should  be  made  to 
the  Systems  Manager  concerned  or.  if 
this  is  not  known,  to  the  Privacy  Act 
Officer.  Small  Business  Admlnlstra- 
Uon.  1441  L  Street.  N.W..  Washington. 
D.C.  20416.  who  will  direct  the  request 
to  the  proper  Agency  official,  or  if  this 
cannot  be  ascertain^  inform  the  indi¬ 
vidual  to  make  the  request  more  spe¬ 
cific. 

(c)  All  such  requests  for  Information 
may  be  made  in  writing  or  on  forms 
which  shall  be  available  in  all  SBA  of¬ 
fices  and  provided  free  of  charge  for 
such  purposes.  The  Systems  Manager, 
after  reviewing  the  request  for  infor¬ 
mation.  may  also  request  other  identi¬ 
fication  of  the  individual  for  verifica¬ 
tion.  such  as  (1)  the  employee  number. 
(2)  the  dates  of  emplosrment.  (3)  Dias¬ 
ter  Home  Loan  number.  (4)  driver’s  li¬ 
cense.  (5)  Medicare  card.  (6)  a  signed 
statement  or  (7)  any  additional  infor¬ 
mation  as  he  deems  necessary  for  con¬ 
clusive  verificaticm.  The  Systems  Man¬ 
ager  may  request  a  Social  Security 
Number  for  individual  verification,  al¬ 
though  access  may  not  be  denied  for 
refusal  to  disclose  this  number  as  pro¬ 
vided  in  1 102.32(e).  If  he  is  unable  to 
identify  the  record  from  the  informa¬ 
tion  submitted,  he  may  require  addi¬ 
tional  information.  Requests  will  be 
honored  only  after  showing,  satisfac¬ 
tory  to  the  Systems  Manager,  that  the 
individual  or  his  representatives  has 
proper  authorization. 

(d)  The  Systems  Managers  in  the  of¬ 
fices  or  programs  involved  will  notify 
the  individual  requesting  disclosure  of 
his  or  her  record  or  information  per¬ 
taining  to  him  or  her  of  the  time, 
place  and  conditions  under  which  the 
Agency  will  comply  to  the  extent  per¬ 
mitted  by  law  and  regulation. 

(e)  Upon  receipt  of  a  request  for 
access  to  a  record  the  Systems  Man¬ 
ager  shall  promptly,  but  in  any  case 
within  ten  (10)  days  (excluding  Satur¬ 
days.  Sundays,  and  legal  public  holi¬ 
days)  after  the  date  of  receipt  of  the 
request,  notify  the  individual  in  writ¬ 
ing  that  the  request  has  been  granted 
or  denied.  In  the  event  of  denial  the 
decision  should  state  the  concise  rea¬ 
sons  for  such  denial  and  inform  the  in¬ 
dividual  of  the  name  and  address  of 
the  Privacy  Act  Officer  to  whom  he  or 
she  may  address  an  appeal  of  this  ini¬ 
tial  Agency  decMon.  In  the  event  that 
the  request  is  granted,  the  notification 
to  the  requestor  should  state:  (I)  The 
Agency’s  determination  that,  unless 
requestor  objects  for  good  cause,  it  can 
grant  access  to  a  record  only  by  pro¬ 
viding  a  copy  through  the  mail  be¬ 
cause  it  cannot  otherwise  provide  rea¬ 
sonable  means  for  the  individual  to 
have  access  to  his  or  her  record  in 
person;  or  (2)  the  time  and  plaoe(s) 
where  the  record  may  be  reviewed. 


f  102JS  Appeal  to  Privacy  Act  Officer. 

(a)  Any  individual  who  disagrees 
with  the  initial  Agency  decision  to 
deny  access  to  his  or  her  record  may 
request  a  review  of  such  refusal  by  ad- 
drrasing  his  or  her  written  request  to  the 
Privacy  Act  Officer.  All  such  requests 
for  appeal  should  be  submitted  within 
thirty  (30)  days  of  the  date  of  denial, 
or  within  ninety  (90)  days  of  such  re¬ 
quest  if  the  appeal  is  from  a  failure  to 
make  a  determination.  Requests 
shotQd  specify  the  reasons  for  said 
review  and  shall  be  accompanied  by  af¬ 
fidavits.  statements  or  such  other  sup¬ 
porting  material  as  the  individual  feels 
necessary  to  justify  his  or  her  appeal. 

(b)  The  Privacy  Act  Officer  shall 
consider  the  decision  of  the  Systems 
Manager  together  with  the  material 
submitted  by  the  requesting  indivld- 
uaL  The  Privacy  Act  Officer  may  also 
examine  any  other  materials  which  he 
or  she  may  consider  relevant.  He  or 
she  may  call  upon  the  Office  of  Gen¬ 
eral  Counsel  for  a  legal  opinion  and 
any  other  Agency  or  program  official 
who  might  have  specialized  knowledge 
in  the  pertinent  area.  In  conducting 
the  appeal,  the  Privacy  Act  Officer 
should  follow  the  criteria  for  access  to 
records  specified  in  5  U.S.C.  552a  and 
SBA  regulations. 

(c)  The  Privacy  Act  Officer  shall,  not 
later  than  thirty  (30)  days  (excluding 
Saturdays.  Sundays,  and  legal  public 
holidays)  from  the  date  on  which  the 
individual  requests  such  review,  com¬ 
plete  such  review  and  make  a  final 
Agency  determination  unless,  for  good 
cause  shown,  the  Privacy  Act  Officer 
extends  such  thirty  (30)  day  period. 

(d)  In  the  event  that  the  Privacy  Act 
Officer  extends  the  period  he  or  she 
shall  Inform  the  individual  of  the  ex¬ 
tension  and  notify  the  individual  of 
the  date  on  which  he  or  she  can 
expect  a  decision.  If.  after  his  or  her 
review,  the  Privacy  Act  Officer  also  re¬ 
fuses  to  grant  access  to  the  record,  he 
or  she  shall  notify  the  individual  of 
the  reason  for  denial  and  the  provi¬ 
sions  for  Judicial  review  of  the  Agency 
detehnination. 

9 102J9  Requests  for  correction  or 
•mendnient  to  record. 

(a)  Any  individual  may  request  the 
Agency  to  amend  a  record  pertaining 
to  him  or  her.  The  request  should  be 
made  to  the  Systems  Manager  con¬ 
cerned  or.  if  this  is  not  known,  to  the 
Privacy  Act  Officer.  Small  Business 
Administration.  1441  “L”  Street  NW., 
Washington.  D.C.  20416. 

(b)  All  requests  by  an  individual  to 
amend  a  record  shall  be  made  in  writ¬ 
ing.  to  the  Systems  Manager,  with 
supporting  documentation  as  may  be 
necessary,  and  preferably  on  forms 
provided  by  the  Agency.  The  Systems 
Manager  shall  not  later  than  ten  (10) 
days  (excluding  Saturdajrs.  Sundays, 
and  legal  public  holidays)  after  the 
date  of  receipt  of  such  request  to 
amend  a  reco^  acknowledge  in  writ¬ 


ing  such  receipt.  The  Systems  Man¬ 
ager  shall  promptly. 

(1)  Make  any  correction  of  any  por¬ 
tion  themf  which  the  individual  be¬ 
lieves  is  not  accurate,  relevant,  timely 
or  complete;  or 

(2)  Inform  the  individual  of  the 
Agency’s  initial  refusal  to  amend  the 
record  in  accordance  with  the  request, 
the  reason  for  the  refusal  and  the 
name  and  address  of  the  Privacy  Act 
Officer  to  whom  the  individual  may 
appeal  the  decision. 

(c)  Ssrstems  Managers  shall,  upon  re¬ 
quest  by  individuals  seeking  to  have  a 
record  pertaining  to  them  amended, 
give  advice  as  to  the  procedures  to  be 
followed  hereunder. 

(d)  Systems  Manager  shall,  if  the  re¬ 
quest  for  amendment  has  been  grant¬ 
ed.  send  an  amended  copy  of  the  record 
to  prior  recipients  of  the  record. 

1 102J0  Appeal  of  initial  Agency  determi¬ 
nation  on  correction  or  amendment  of 
a  record. 

(a)  Any  individual  who  disagrees 
with  the  refusal  of  the  Systems  Man¬ 
ager  to  amend  his  or  her  record  may 
request  a  review  of  such  reftisal  by  ad¬ 
dressing  his  or  her  written  request  to 
the  Privacy  Act  Officer.  All  such  re¬ 
quests  for  appeal  should  be  submitted 
within  thirty  (30)  days  of  the  date  of 
denial,  or  within  ninety  (90)  days  of 
such  request  if  the  appeal  is  from  a 
failure  to  make  a  determination.  Re¬ 
quests  should  specify  the  reasons  for 
said  review  and  shall  be  accompanied 
by  affidavits,  statements  or  such  other 
supporting  material  as  the  individual 
feels  necessary  to  Justify  his  or  her 
appeal. 

(b)  The  Privacy  Act  Officer  shall 
consider  the  initial  decision  of  the  Sirs- 
tems  Manager  and  the  material  sub¬ 
mitted  by  the  requesting  individual, 
together  with  any  and  all  other  mate¬ 
rials  which  he  or  she  may  consider  rel¬ 
evant.  He  or  she  may  call  upon  the 
Office  of  General  Ck>un8el  for  a  legal 
opinion  and  any  other  Agency  or  pro¬ 
gram  official  who  might  have  special¬ 
ized  knowledge  in  the  pertinent  area, 
to  aid  in  the  decision.  In  conducting 
the  appeal,  the  Privacy  Act  Officer, 
shall  use  the  criteria  of  accuracy,  rel¬ 
evance.  timeliness,  and  completeness 
of  the  record.  The  Privacy  Act  Officer 
may.  at  his  or  her  option,  seek  such 
additional  information  as  is  deemed 
necessary  to  satisfy  those  criteria,  Le., 
to  establish  that  the  record  contains 
only  that  information  which  is  neces¬ 
sary,  accurate,  and  complete  to  assure 
fairness  in  any  determination  which 
may  be  made  about  the  individual  on 
the  basis  of  the  record.  With  respect 
to  requests  to  delete  information  con¬ 
tained  in  an  Agency  file,  the  Privacy 
Act  Officer  should  follow  the  same  cri¬ 
teria  as  above  namely  that  the  infor¬ 
mation  in  the  file  must  be  only  that 
which  is  relevant  and  necessary  to  ac¬ 
complish  the  purpose  of  the  Agency 
required  to  be  accomplished  by  law  or 
regulation. 
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(c)  The  Prtvecy  Act  Officer  atuill. 
not  later  than  thirty  (SO)  days  (exclud¬ 
ing  Saturdays,  Sundasrs,  and  legal 
public  holldikys)  from  the  date  on 
which  the  Individual  requests  such 
review,  complete  such  review  and 
make  a  final  Agency  determination 
unless,  for  good  cause  shown,  the  Pri¬ 
vacy  Act  Officer  extends  such  thirty 
(SO)  day  period.  The  Privacy  Act  Offi¬ 
cer  should  not  extend  the  time  here¬ 
under  unless  “unusual  circumstances** 
are  found  to  exist. 

(d)  In  the  event  that  the  Privacy  Act 
Officer  extends  the  period  he  or  she 
shall  Inform  the  Individual  of  the  ex¬ 
tension  and  notify  him  or  her  of  the 
date  on  which  a  decision  can  be  ex¬ 
pected.  If  after  his  or  her  review,  the 
Privacy  Act  Officer  also  refuses  to 
amend  the  record  In  accordance  with 
the  request,  he  or  she  shall  permit  the 
Individual  to  nie  with  the  Agency  a 
concise  statement  setting  forth  the 
reasons  for  his  or  her  disagreement 
with  the  refusal  of  the  Agency,  and 
notify  the  Individual  of  the  provisions 
for  Judicial  review  of  the  Agency  de¬ 
termination. 

(e)  In  any  subsequent  disclosure, 
containing  Information  about  which 
an  Individual  has  filed  a  statement  of 
disagreement  with  an  Agency  refusal 
to  amend  a  record,  the  Agency  shall 
clearly  note  any  portion  of  the  record 
which  is  disputed  and  provide  copies 
of  the  statement  of  disagreement  and. 
If  the  Privacy  Act  Officer  deems  it  iq>- 
propriate.  copies  of  a  concise  state¬ 
ment  of  the  reasons  of  the  Agency  for 
not  making  the  amendments  request¬ 
ed.  to  persons  or  other  agencies  to 
whom  the  disputed  record  has  been 
disclosed. 

(f)  In  the  event  that  an  Individual 
has  filed  a  statement  of  disagreement 
with  an  Agency  refusal  to  amend  a 
record,  the  Agency  shall  clearly  note 
any  portion  of  the  record  which  is  dis¬ 
puted  and  provide  copies  of  the  state¬ 
ment  of  disagreement  and.  if  the  Pri¬ 
vacy  Act  Officer  deems  It  iq)proprlate. 
copies  of  a  concise  statement  of  the 
reasons  of  the  Agency  for  not  making 
amendments  requested,  to  prior  recipi¬ 
ents  of  the  disputed  record. 

Miscellaneous 

§  102.31  Maintenance  of  records  of  SBA. 

(a)  The  Privacy  Act  Officer  shall  be 
responsible  to  see  that  the  Agency: 

(1)  Maintains  in  Its  records  only 
such  information  about  an  Individual 
as  Is  relevant  and  necessary  to  accom¬ 
plish  a  purpose  of  the  Agency  required 
to  be  accomplished  by  statute  or  by 
Executive  Order  of  the  President; 

(2)  Collects  information  to  the  great¬ 
est  extent  practicable  directly  from 
the  subject  Individual  when  the  infor¬ 
mation  may  result  in  adverse  determi¬ 
nations  about  an  indlvldual*s  rights, 
benefits  and  privileges  under  Federal 
programs: 
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(S)  Informs  each  individual  whom  It 
asks  to  supply  Information,  on  the 
form  which  It  uses  to  collect  the  Infor¬ 
mation  or  on  a  separate  form  that  can 
be  retained  by  the  Individual; 

(I)  *rhe  authority  (whether  granted 
by  statute,  or  by  Executive  Order  of 
the  President)  which  authorises  the 
solicitation  of  the  Information  and 
whether  disclosure  of  such  Informa¬ 
tion  h  mandatory  or  volimtary; 

(II)  The  principal  purpose  oi;  pur¬ 
poses  for  which  the  Information  Is  in¬ 
tended  to  be  used; 

(III)  *rhe  routine  uses  which  may  be 
made  of  the  information,  as  published 
pursuant  to  5  UJ3.C.  552a;  and 

(iv)  *rhe  effects  on  him  or  her.  if 
any,  of  not  providing  all  or  any  part  of 
the  requested  information; 

(4)  Publishes  In  the  Federal  Reois- 
TER  at  least  annually  a  notice  of  the 
existence  and  character  of  the  system 
of  records,  which  notice  shall  Include; 

(I)  *rhe  name  and  location  of  the 
ssrstem; 

(II)  *rhe  categories  of  individuals  on 
whom  records  are  maintained  in  the 
ssrstem; 

(ill)  *rhe  categories  of  records  main¬ 
tained  in  the  system: 

(iv)  Each  routine  use  of  the  records 
contained  In  the  ssrstem.  Including  the 
categories  of  users  and  the  purpose  of 
such  use; 

(V)  *rhe  policies  and  practices  of  the 
Agency  regarding  storage,  retrievabi- 
llty,  access  controls,  retention,  and  dis- 
posid  of  the  records; 

(vl)  The  title  and  business  address  of 
the  Agency  official  who  Is  responsible 
for  the  ssrstem  of  records; 

(vii)  *rhe  Agency  procedures  where¬ 
by  an  Individual  can  be  notified  at  his 
request  If  the  system  of  records  con¬ 
tains  a  record  pertaining  to  him; 

(viU)  *rhe  Agency  procedures  where¬ 
by  an  individual  can  be  notified  at  his 
request  how  he  or  she  can  gain  access 
to  any  reixird  pertaining  to  him  or  her 
contained  In  the  system  of  records, 
and  how  he  or  she  can  contest  its  con¬ 
tent;  and 

(lx)  *rhe  categories  of  sources  of  re¬ 
cords  In  the  system. 

(b)  *rhe  Privacy  Act  Officer  shall.  In 
addition  to  his  other  duties  hereunder, 

(1)  Establish  rules  of  conduct  for 
persons  involved  in  the  design,  devel¬ 
opment,  operation,  or  maintenance  of 
any  ssrstem  of  records,  or  in  maintain¬ 
ing  any  record,  and  instruct  each  such 
person  with  respect  to  such  rules  and 
procedures  adopted  pursuant  to  this 
subpart  and  the  penalties  for  noncom¬ 
pliance; 

(2)  Establish  appropriate  administra¬ 
tive,  technical,  and  physical  safe- 
guai^  to  Insure  the  security  and  con¬ 
fidentiality  of  records  and  to  protect 
against  any  anticipated  threats  or  haz¬ 
ards  to  their  security  or  Integrity 
which  could  result  in  substantial 
harm,  embarrassment,  inconvenience. 


or  unfairness  to  any  individual  on 
whom  information  is  maintained;  and 

(3)  At  least  thirty  (30)  days  prior  to 
publication  of  information  under  para¬ 
graph  (aX4)  of  this  section  publish  in 
the  Federal  Rboister  notice  of  any 
new  use  or  intended  use  of  the  Infor¬ 
mation  In  the  system,  and  privlde  an 
opportunity  for  Interested  persons  to 
submit  written  data,  views,  or  argu¬ 
ments  to  the  Agency;  and 

(4)  Maintain  all  records  which'  are 
used  by  the  Agency  in  making  any  de¬ 
termination  about  any  Individual  with 
such  accmracy,  relevance,  timeliness, 
and  completeness  as  Is  reasonably  nec¬ 
essary  to  assure  fairness  to  the  individ¬ 
ual. 

(c)  *rhe  Systems  Managers  shall  be 
responsible  for  seeing  that  their  office 
maintains  no  record  describing  how 
any  individual  exercises  rights  guaran¬ 
teed  by  the  First  Amendment  unless 
expressly  authorized  by  statute  or  by 
the  individual  about  whom  the  record 
is  maintained  or  unless  pertinent  to 
and  within  the  scope  of  an  authorized 
law  enforcement  activity.  The  exercise 
of  these  rights  Includes,  but  is  not 
limited  to,  religious  and  political  be¬ 
liefs,  freedom  of  speech  and  the  press, 
and  freedom  of  assembly  and  to  peti¬ 
tion. 

1 102.32  Other  provUioiii. 

(a)  Personnel  Records.  'All  Agency 
personnel  records  and  files,  as  pre¬ 
scribed  by  the  Civil  Service  Commis¬ 
sion.  shall  be  maintained  in  such  a 
way  that  the  privacy  of  all  individuals 
concerned  is  protected  In  accordance 
with  regulations  of  the  C^vll  Service 
Commission  (5  C.FJi.  Parts  293  and 
297). 

(b)  Systems  Operated  by  Contract  In 
the  event  that  the  Agency  shall  pro¬ 
vide  by  a  contract  for  the  operation  by 
or  on  behalf  of  the  Agency  of  a  ssrstem 
of  records  to  accomplish  an  Agency 
function,  the  Agency  shall,  consistent 
with  its  authority,  cause  the  require¬ 
ments  of  this  subpart  to  be  applied  to 
such  system.  Any  such  contractor  and 
any  employee  of  such  contractor.  If 
such  contract  Is  agreed  to  on  or  after 
the  effective  date  of  this  regulation, 
shall  be  considered  to  be  an  employee 
of  the  Agency  for  the  purposes  of  this 
regulation. 

(c)  Mailing  Lists.  *rhe  Agency  will 
not  sell  or  rent  an  lndivldual*s  name  or 
address.  *rhls  provision  shall  not  be 
construed  to  require  the  withholding 
of  names  or  addresses  otherwise  per¬ 
mitted  to  be  made  public. 

(d)  Changes  in  Systems.  *rhe  Agency 
shall  provide  adequate  advance  notice 
to  Congress  and  the  Office  of  Manage¬ 
ment  and  Budget  of  any  proposal  to 
establish  or  alter  any  system  of  re¬ 
cords  in  order  to  permit  an  evaluation 
of  the  probable  or  potential  effect  of 
such  proposal  on  the  privacy  and 
other  personal  or  property  riidits  of 
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Individuals  or  the  disclosure  of  Infor¬ 
mation  relating  to  such  indlvldtials, 
and  Its  effect  on  the  preservation  of 
the  constitutional  principles  of  feder¬ 
alism  and  separation  of  powers. 

(e)  Social  Security  Numbert.  The 
Agency  shall  not,  henceforth,  require 
any  individual  to  disclose  his  or  her 
social  security  account  number  and 
shall  not  deny  to  any  individual  any 
right,  benefit,  or  privilege  provkted  by 
law  because  of  his  or  her  refusal  to  so 
disclose.  Any  Agency  request  for  an  In¬ 
dividual  to  rftyitMu*  his  or  her  social  se¬ 
curity  account  number  shall  inform 
that  individual  that  disclosure  is  vol¬ 
untary,  by  what  statutory  or  other  au¬ 
thority  such  number  is  solicited,  and 
what  uses  will  be  made  of  it. 

(f)  DUdoeure  to  Repreeentative. 
Upon  request,  personnel  records  of  an 
employee  or  former  employee,  shall  be 
disclosed  to  the  indlvldiul  to  whom 
the  record  pertains  and  under  whose 
individual  name  and/or  identifier  they 
are  filed.  A  person  of  his  or  her  own 
choosing  may  accompany  the  Individ¬ 
ual  when  the  record  is  disclosed,  or 
the  record  may  be  released  to  the 
individual's  representative  who  has 
the  notarized  written  consent  of  the 
employee  or  former  employee.  Any 
disclosure  of  original  records  must  be 
made  in  the  presence  of  a  representa¬ 
tive  of  the  Agency  having  physical 
custody  of  the  recorda  (See  5  CFR 
297.111  (a)). 

(g)  Representatives  of  Minors  and 
Incompetents.  For  the  purpose  of  sub¬ 
part  B  of  Part  102,  the  parent  of  any 
minor,  or  the  legal  guardian  of  any  in¬ 
dividual  who  has  been  declared  to  be 
incompetent  due  to  physical  or  mental 
incapacity  or  age  by  a  court  of  compe¬ 
tent  Jurisdiction,  may  act  on  behalf  of 
the  individual. 

(h)  Medical  Records.  Medical  records 
shall  be  disclosed  to  the  individual  to 
whom  they  pertain  unless,  in  the 
Judgement  of  the  Privacy  Act  Officer, 
access  to  such  record  could  have  an 
adverse  effect  upon  such  IndividuaL 
The  Agency  may,  however,  transmit 
such  information  to  a  medical  doctor 
named  by  the  requesting  IndividuaL 
In  regard  to  medical  records  in  per- 
sormel  files,  see  also  5  CFR 
297.111(aXl). 

fiesjs  Fees. 

(a)  The  Agency  shall  charge  no  fee 
for  providing  the  first  copy  of  a  record 


or  any  portion  thereof  to  an  Individual 
requesting  disclosure  of  Information 
filed  in  his  or  her  personnel  recorda  (5 
CFR  297.115). 

(b)  For  all  other  copies  of  records 
made  pursuant  to  this  regulation,  the 
Agency  will  not  charge  for  the  cost  of 
any  search  for  and  review  of  the 
rec(Hd  and  when  the  Agency  makes  a 
copy  of  a  record  as  a  necessary  part  of 
its  process  of  making  the  record  avaU- 
able  for  review,  but  may  charge  for  all 
other  reproduction  at  ten  cents  per 
page. 

(c)  Fees  will  be  waived  when  less 
than  $5. 


1 10244  Geaeral  exempUoas. 

No  Agency  records  system  or  sys¬ 
tems  as  such  are  exempted  from  the 
provisions  of  5  U.S.C.  552a  ss  permitted 
under  certain  conditions  by  5  VJS.C. 
551a(J)  except  as  may  be  designated  by 
rules  promulgated  by  the  Administra¬ 
tor  of  the  Small  Business  Administra¬ 
tion  and  published  in  the  Fkdkral 
Rzoism  as  required. 

10245  Specific  cxcmpUoBS. 

(a)  Systems  of  records  subject  to  in¬ 
vestigatory  material  exemption  under  5 
U.S.C  SS2afkf(2K  or  5  U.S.a 
552afklfS),  or  both. 

(1)  Audit  Reports— SBA  025,  a  system 
containing  investigations  concerning 
the  use  of  fimds  by  recipients  of  disas¬ 
ter  home  loans; 

(2)  Litigation  and  claims  file— SBA 
220,  a  system  containing  information 
concerning  recipients  of  disaster  home 
loans  and  other  individuals  who  are 
parties  to  lawsuits  or  claims  involving 
SBA; 

(3)  Personnel  Security  FUes—SBA 
215,  a  system  containing  badeground 
information  on  active  and  inactive' 
SBA  employees; 

(4)  Security  and  Investigations 
Files— SBA  260,  a  system  which  con¬ 
tains  information  on  Individuals  seek¬ 
ing  or  receiving  SBA  assistance,  individ¬ 
uals  Involved  in  business  or  other  orga¬ 
nizations  seeking  or  receiving  such 
assistance,  representatives  of  appli¬ 
cants  for  SBA  assistance,  members  of 
advisory  councils,  and  SCORE/ ACE 
volunteers; 

(5)  Security  and  Investigation  Refer- 
alsSBA  265,  a  system  containing  In¬ 
formation  relating  to  referrals  for  in¬ 
vestigation  of  possible  misconduct  by 


SBA  employees,  and  individuals  in¬ 
volved  in  seeking  or  obtaining  SBA  as¬ 
sistance;  and 

(6)  Standards  of  Conduct  FUes—SBA 
280,  a  system  containing  information 
concerning  outside  eipployment  and  fi¬ 
nancial  interests  of  SBA  emplosrees, 
conduct  of  SBA  employees,  and  relat¬ 
ed  matters. 

(b)  Privacy  Act  provisions  from 
which  exempt  The  systems  of  records 
described  In  this  seetkm  are  exempt 
from  subsections  (cX3)  (Accounting  of 
Certain  Disdostu^).  (d)  (Access  to  Re¬ 
cords),  (eXl),  40,  H.  and  I  (Agency 
Requirements),  and  (f)  (Agency  Rules) 
of  5  UB.C.  552a. 

(c)  Reasons  for  exemptions.  The  sys¬ 
tems  of  records  described  in  this  sec- 
ti<»  are  exempt  for  <me  or  more  of  the 
following  reasons: 

(1)  To  prevent  the  subject  of  investi¬ 
gations  from  frustrating  the  investiga¬ 
tory  process. 

(2)  To  protest  investigating  material 
compiled  for  law  enforcement  pur¬ 
poses. 

(3)  To  fulfill  commitments  made  to 
protect  the  confidentiality  of  sources 
and  to  maintain  access  to  necessary 
sources  of  Information. 

(4)  To  prevent  Interference  with  law 
enforcement  proceedings. 

1 10244  Jadkial  review. 

Any  individual  may  bring  a  dvil 
action  against  the  Agency  In  a  district 
court  of  the  United  States  as  provided 
by  5  U.8.C.  552a(gXl)  whenever  the 
Small  Business  Administration: 

(a)  Makes  a  final  determination 
under  8 102.30  not  to  amend  an 
individual's  record  in  accordance  with 
hU  or  her  request,  or  fails  to  make 
such  review  in  conformity  with  that 
section; 

(b)  Makes  a  final  determination 
under  8  102.27  to  refuse  a  request  to 
gain  access  to  a  record; 

(c)  Fails  to  maintain  any  record  con¬ 
cerning  any  individual  with  such  accu¬ 
racy.  relevance,  timeliness,  and  com- 
pletaiess  as  is  necessary  to  assure  fair¬ 
ness  In  any  determination  relating  to 
the  qualifications,  character,  rights,  or 
opportunities  of,  or  benefits  to  the  indi¬ 
vidual  that  may  be  made  on  the  basis 
of  such  record,  and  consequently  a  de¬ 
termination  is  made  whi(di  is  adverse 
to  the  IndividuaL  or 

(d)  Falls  to  comply  under  any  other 
provisi<m  of  5  UJ3.C.  552a  or  any 
Agency  rule  or  regulation  promulgated 
thereunder.  In  such  a  way  as  to  have 
an  adverse  effect  on  an  IndividuaL 
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THI*  49— Tronsportotion 

CHAPTER  IX— UNITED  STATES 
RAILWAY  ASSOCIATION 

PART  932— USRA  RULES  FOR  ACCESS 
TO  SYSTEMS  OF  RECORDS  UNDER 
THE  PRIVACY  Aa  OF  1974 

Sec. 

932.1  Purpose  and  scope. 

932.2  Definitions. 

932.3  Conditions  of  disclosure. 

932.4  Accounting  of  disclosures. 

932.5  Requests  for  access. 

932.6  Procedure  for  access. 

932.7  Disclosure. 

932.8  Request  for  correction  or  amend¬ 
ment. 

932.9  Procedure  for  correction  or  amend¬ 
ment. 

932.10  Request  for  review  of  refusal  to  cor¬ 
rect  or  amend. 

932. 1 1  Disclosure  to  another  person. 

932.12  Ebcemptions. 

932.13  Fees. 

932.14  Penalties. 

Authority:  Pub.  L.  93-579;  88-Stat.  1896;  5 
D.S.C.  552a. 

S  932.1  Purpose  and  scope. 

The  purpose  of  this  part  is  to  imple¬ 
ment  provisions  of  5  U.S.C.  552a  with 
respect  to  the  availability  of  records 
relating  to  individuals  maintained  in  a 
system  of  records  by  the  United  States 
Railway  Assocation.  whether  the  re¬ 
cords  predate  or  postdate  September 
27, 1975,  the  effective  date  set  forth  in 
section  8  of  the  Privacy  Act  of  1974 
(Act)  USRA  policy  encompasses  the 
safeguarding  of  individual  privacy 
from  any  misuse  of  records  main¬ 
tained  by  the  Association  and  the  pro¬ 
vision  of  access  to  such  records  by  the 
individuals  indentified  therein,  except 
where  such  access  is  in  conflict  with 
the  Freedom  of  Information  Act  or 
other  statute. 

S  932.2  Definitiom. 

In  this  part; 

(a)  Access  means  the  ability  to 
obtain  the  information  contained  in  a 
record. 

(b)  Amendment  means  modification 
or  correction  of  the  information  con¬ 
tained  in  a  record. 

(c)  Association  means  the  United 
States  Railway  Association. 

(d)  Disclosure  means  providing  to 'an 
individual  or  agency  (other  than  those 
authorized  access  as  a  routine  use)  the 
content  or  any  part  of  the  information 


contained  In  a  record,  whether  byi. 
word-of-mouth,  hard  copy,  or  any 
other  form. 

(e)  Individuals  means  all  persons  on 
whom  the  Association  keeps  records, 
including  its  employees,  consultants, 
employees  of  consultants,  employees 
of  railroads  in  reorganization,  and  any 
other  individuals  on  whom  USRA 
maintains  information. 

(f)  Record  means  any  item,  collec¬ 
tion,  or  grouping  of  information  about 
an  individual  that  is  maintained  in  a 
system  of  records  by  USRA  and  that 
contains  his  name,  or  identifying 
number,  symbol,  or  other  identifying 
particular  assigned  to  the  individual. 

(g)  Routine  Use  means  with  respect 
to  the  disclosure  of  a  record,  the  use 
of  such  record  for  a  purpose  which  is 
compatible  with  the  purpose  for  which 
it  was  collected. 

(h)  Statistical  Record  means  a 
record  In  a  system  of  records  main¬ 
tained  for  statistical  research  or  re¬ 
porting  purposes  only  and  not  used  in 
whole  or  in  part  in  making  any  deter¬ 
mination  about  an  identifiable  individ¬ 
ual.  except  as  provided  by  section  8  of 
Title  13. 

(i)  System  of  Records  means  a  group 
of  records  under  the  control  of  USRA 
from  which  information  is  retrievable 
by  the  name  of  the  individual,  or  by 
some  identifying  number,  symbol,  or 
other  identifying  particular  assigned 
to  the  individual. 

8  932.3  ConditioiM  of  disclosure. 

(a)  Subject  to  the  conditions  of  para¬ 
graphs  (b)  and  (c)  of  this  section, 
USRA  shall  not  disclose  any  record 
which  is  contained  in  a  system  of  re¬ 
cords.  by  any  means  of  communication 
to  any  person  or  other  agency  who  is 
not  an  individual  to  whom  the  record 
pertains. 

(b)  Upon  written  request  or  with 
prior  written  consent  of  the  individual 
to  whom  the  record  pertains,  USRA 
may  disclose  any  such  record  to  any 
person  or  other  agency. 

(c)  In  the  absence  of  a  written  con¬ 
sent  from  the  individual  to  whom  the 
record  pertains,  USRA  may  disclose 
any  such  record  provided  such  disclo¬ 
sure  is: 

(1)  To  those  officers  and  employees 
of  USRA  who  have  a  need  for  the 
record  in  the  performance  of  their 
duties: 

(2)  Required  under  the  Freedom  of 
Information-Act  (5  UJS.C.  552); 

(3)  For  a  routine  use; 


(4)  To  the  Bureau  of  Census  for  pur¬ 
poses  of  planning  for  carrying  out  a 
census  or  survey  or  related  activity 
under  the  provisions  of  Title  13  of  the 
United  States  Code. 

(5)  To  a  recipient  who  has  provided 
USRA  with  adequate  advance  written 
assureance  that  the  record  will  be  used 
solely  as  a  statistical  research  or  re¬ 
porting  record,  and  the  record  is  to  be 
transferred  in  a  form  that  is  not  indi¬ 
vidually  Identifiable; 

(6)  To  the  National  Archives  of  the 
United  States  ss  a  record  which  has 
sufficient  historical  or  other  value  to 
warrant  its  continued  preservation  by 
the  United  States  government,  or  for 
evaluation  by  the  Administrator  of 
General  Services  or  hU  designee  to  de¬ 
termine  whether  the  record  hss  such 
value; 

(7)  To  another  agency  or  to  an  in¬ 
strumentality  of  any  governmental  Ju¬ 
risdiction  within  or  under  the  control 
of  the  United  States  for  a  civil  or 
criminal  law  enforcement  activity  au¬ 
thorized  by  law:  Provided,  The  head  of 
the  agency  or  instrumentality  has 
made  a  prior  written  request  to  the 
Vice  President  for  Administration  of 
USRA  specifying  the  particular  record 
and  the  law  enforcement  activity  for 
which  it  is  sought; 

(8)  to  either  House  of  Congress,  and 
to  the  extent  of  a  matter  within  its  Ju¬ 
risdiction,  any  committee  or  subcom¬ 
mittee  or  Joint  committee  of  Congress; 

(9)  to  the  Comptroller  General,  or 
any  of  his  authorized  representatives 
in  the  course  of  the  performance  of 
the  duties  of  the  GAO;  or 

(10)  Under  an  order  of  a  court  of 
competent  Jurisdiction. 

8  932.4  Accounting  of  disclosures. 

(a)  The  Vice  President  for  Adminis¬ 
tration  of  USRA  shall  make  an  ac¬ 
counting  of  each  disclosure  by  him  of 
any  record  contained  in  a  system  of  re¬ 
cords  in  accordance  with  5  U.S.C.A(c) 
(l)and(2). 

(b)  Except  for  a  disclosure  made 
under  8  932.5(cK7).  the  Vice  President 
for  Administration  shall  make  the  ac- 
coimting  described  in  paragraph  (a)  of 
this  section  available  to  any  individual 
upon  written  request  made  in  accor¬ 
dance  with  8  932.5. 

(c)  The  Vice  President  for  Adminis¬ 
tration  shall  make  reasonable  efforts 
to  notify  an  individual  when  any 
record  which  pertains  to  him  is  dis¬ 
closed  to  any  person  under  compulsory 
legal  process  when  such  process  be¬ 
comes  a  matter  of  public  record. 
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I  tS2.5  Rcquctta  for  occcm. 

Interested  Individuals  may  request 
that  a  determination  be  made  as  to 
whether  a  system  of  records  In  USRA 
contains  a  record  pertaining  to  them 
and/or  may  request  disclosure  to  them 
of  the  Information  pertaining  to  them 
In  such  records  by  sending  a  signed, 
written  request,  so  stating,  to: 

United  States  Railway  Association,  Vice 

President  for  Administration,  2100  Second 

Street.  SW..  Washington,  D.C.  20605. 

Each  request  must  contain  the  name 
and  address  of  the  individual  and  the 
name  of  the  system  of  records,  as  pub¬ 
lished  In  the  Federal  Register  or  else¬ 
where.  on  which  the  determination  Is 
to  be  made.  The  Individual  may  be 
asked  to  provide  additional  Informa¬ 
tion  to  assist  USRA  In  making  the  de¬ 
termination.  However,  making  the  de¬ 
termination  will  not  be  contingent 
upon  the  provisions  of  such  additional 
Information. 

(  932.6  Procedure  for  access. 

USRA  will  respond  to  such  requests 
with  ten  days,  excluding  Saturdays, 
Sundays,  and  holidays,  and.  If  disclo¬ 
sure  to  the  individual  was  requested, 
specify  the  time  and  place  where  the 
disclosure  is  to  be  made,  the  require¬ 
ments  for  identification  of  the  individ¬ 
ual  making  the  request,  and  the  name 
of  the  individual  in  USRA  to  contact. 
The  individual  may  be  accompalned 
by  another  individual  of  his  or  her 
choosing:  Provided,  That  the  Individ¬ 
ual  requesting  the  disclosure  provides 
a  written  statement  to  USRA  autho¬ 
rizing  the  accompanying  individual’s 
presence.  The  time  and  place  of  disclo¬ 
sure  will  normally  be  during  regular 
working  hours.  Monday  through 
Friday,  in  USRA.  2100  Second  Street, 
SW.,  Washington.  D.C.  20595.  Require¬ 
ments  for  identification  will  normally 
be  limited  to  the  presentation  of  any 
standard  picture  and  signature  or  sig¬ 
nature  identification  card,  such  as 
driver’s  license,  so  that  a  comparision 
of  the  signature  and  the  signature  on 
the  original  request  may  be  made.  The 
appearing  individual  will  be  read  para¬ 
graph  (3).  subsection  (1)  to  Title  5 
USRA  552a  which  specifies  the  penal¬ 
ty  for  knowingly  or  willfully  request¬ 
ing  or  obtaining  a  record  concerning 
an  individual  from  an  agency  under 
false  pretenses  and  asked  to  sign  a 


statement  attesting  to  the  fact  that  he 
or  she  understands  the  paragraph  and 
that  he  or  she  Is.  in  fact,  the  individ¬ 
ual  who  made  the  request  (or  the  indi¬ 
vidual  authorized  to  receive  the  disclo¬ 
sure  by  the  requesting  individual). 
This  signature  will  be  compared  with 
the  other  two.  If  the  appearing  indi¬ 
vidual  Is  other  than  the  requesting  in¬ 
dividual.  then  he  or  she  must  jUso  pre¬ 
sent  a  letter  of  introduction  signed  by 
the  requesting  individual  so  that  the 
comparision  of  signature  may  be 
made. 

9  932.7  Disclosure. 

USRA  will,  upon  approving  a  re¬ 
quest  for  disclosure,  provide  that  indi¬ 
vidual,  at  the  time  and  place  agreed 
upon,  whatever  information  pertain¬ 
ing  to  the  individual  the  system  of  re¬ 
cords  contains.  If  the  information  in 
the  system  of  records  can  be  verified 
as  pertaining  to  the  individual  making 
the  request  and  to  no  other,  USRA 
will  mall  a  copy  of  such  information  to 
the  individual  if  requested  in  writing 
to  da  so.  ’The  requesting  individual 
may  request  that  the  disclosure  be 
made  to  some  other  individual  at  the 
designated  time  and  place  by  doing  so 
in  writing  and  providing  to  USRA  the 
name,  address  and  such  other  informa¬ 
tion  as  may  be  necessary  to  identify 
positively  the  individual  to  whom  the 
disclosure  Is  to  be  made  at  his  or  her 
appearance  (See  932.4). 

9932.8  Request  for  correction  or  amend¬ 
ment 

’The  Individual  to  whom  the  record 
pertains  may  request  that  the  record 
be  corrected  or  amended  by  submit¬ 
ting  a  written  request  to  this  effect  to 
the  same  address  as  given  in  9  923.5. 
The  request  should  contain  the  same 
identifying  information  as  was  con¬ 
tained  in  the  original  request  for  de¬ 
termination.  and  indicate  what  infor¬ 
mation  is  to  be  corrected  or  amended. 

9  932.9  Procedure  for  correction  or 
amendment 

USRA  will  respond  within  ten  days, 
excluding  Saturdays.  Sundays,  and 
Holidays,  and  promptly  either  make 
the  requested  correction  or  amend¬ 
ment  or  inform  the  individual  of  its  re¬ 
fusal  to  make  the  requested  correction 
or  amendment,  the  reason  for  the  re¬ 


fusal,  the  procedures  established  by 
USRA  for  the  individual  to  request  a 
review  of  that  refusal  by  the  President 
of  USRA  or  an  officer  designated  by 
the  President  of  USRA  and  the  name 
and  business  address  of  that  officiaL 

9932.10  Request  for  review  of  refusal  to 
correct  or  amend. 

USRA  will  permit  the  individual 
who  disagrees  with  the  refusal  to 
amend  his  record  to  request  a  review 
of  such  refusal  and  not  later  than  30 
days,  excluding  Saturdays,  Sundays, 
and  Holidays,  from  the  date  on  which 
the  individual  requests  such  review, 
complete  such  review  and  make  a  final 
determination  unless,  for  good  cause 
shown,  the  President  of  USRA  ex¬ 
tends  such  30-day  period;  and  if  after 
his  review,  the  reviewing  official  also 
refuses  to  amend  the  record  in  accor¬ 
dance  with  the  request,  permit  the  in¬ 
dividual  to  file  a  concise  statement  set¬ 
ting  forth  the  reasons  for  his  disagree¬ 
ment.  In  that  event,  the  reviewing  of¬ 
ficial  shall  notify  the  individual  of  the 
provisions  for  Judicial  review  of  his  de¬ 
termination  under  subsection  (gKlKA) 
of  the  Privacy  Act.  Assistance  may  be 
obtained  in  preparing  a  request  to 
amend  a  record  or  to  appeal  an  initial 
adverse  determination  or  to  learn  of 
the  provision  for  Judicial  review  from 
the  USRA  Privacy  Act  Coordinator, 
Vice  President  for  Administration, 
2100  Second  Street.  SW.,  Washington. 
D.C. 20595. 

9  932.11  Disclosure  to  another  person. 

Disclosure  of  a  record  to  a  person 
other  than  the  individual  to  whom  it 
pertains  will  be  permitted  according  to 
99  932.6  and  932.7. 

9  932.12  Exemptions. 

’The  regulations  reserve  to  the  Presi¬ 
dent  of  the  Association  the  right  to 
create  exemptions  pursuant  to  the 
specific  exemption  provisions  of  the 
Act. 

9932.13  Fees. 

One  copy  of  the  requested  informa¬ 
tion  will  be  provided  without  charge. 
If  requested,  additional  copies  will  be 
provided  at  a  fee  of  $0.15  per  page. 

9  932.14  Penalties. 

Only  those  penalties  imposed  by  the 
Privacy  Act  or  other  public  law  will 
apply. 
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